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Introduction 

This manual documents the city’s primary financial policies and procedures and is intended to be 

a living document where changes in city policies and procedures are reviewed and updated 

regularly. The appendixes are intended to provide particular processes and procedures related to 

individual departments and should also be reviewed and updated regularly.    
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Real Estate and Personal Property Tax Billing Procedures 

The Assessor’s Office prepares a real estate and personal property tax commitment. The 

commitments contain the names, property identification and amount owed for each property. The 

commitment is submitted to the tax collector who is responsible for preparing, mailing and 

collecting tax bills quarterly. 

 
 The Assessor, Collector and Tech Center work together to ensure the electronic commitment 

file is properly prepared and reconciled for upload to the MUNIS tax billing and collection 

module. 

 
 The electronic file is then sent to the deputy collector, PKS Associates. 

 
 PKS prints samples for approval by the Collector. Once approved PKS prints and mails the 

tax bills. 

 

Motor Vehicle Excise Billing Procedures 

Motor Vehicle Excise commitments are prepared by the Registry of Motor Vehicles for all 

Massachusetts communities. 

 
 The Registry of Motor Vehicles sends the City’s commitment directly to deputy collector 

PKS for mailing. 
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 PKS forwards the commitment file to the Assessor, Collector and Tech Center where the file 

is reconciled to the commitment and uploaded to the MUNIS tax billing and collection 

module. 

 

 

Combined Utility Billing Procedures 

Water, Sewer, Waste Management and Stormwater billing is prepared by the Water Resources 

Department and mailed by the Westfield Gas & Electric Department. These bills are processed 

through the Utility Billing module in MUNIS and payments are received in the Collector’s 

office.  

 

 

Departmental Billing Procedures 

Off Duty Police Details 

The Police department bills off duty police details weekly. Invoices are sorted by type and 

recorded in an excel spreadsheet which is used as a commitment (Schedule of Bills Receivable) 

to the Collector (Exhibit DB-1). There are usually three to four commitments per week. 

 

 The commitments and the corresponding invoices are first sent to the City Auditor’s office 

for review and then delivered to the Collector’s Office. 
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 The invoices are separated into top and bottom portions and commitment numbers are 

written on each portion to make tracking easier. 

 
 Envelopes and labels are printed and the top portions of each invoice are mailed. 

 
 The bottom portion of the invoice is filed for retrieval when payments are received. 

 
 Payments received are added together in a batch and the totals are put on a schedule of 

departmental payments (Exhibit R-2). 

 
 The total amounts on the schedule are posted into MUNIS by charge code. 

 
 The schedule is forwarded to the City Auditor’s Office with the batch number and date of 

deposit listed on the schedule. A copy is kept in the Collector’s Office. 

 
 Invoice payments are then recorded to the excel spreadsheet by the Collector’s Office 

(commitment sheet). The amount paid, date of the payment, and batch number are entered 

under the commitment number for each invoice. 

 
 Outstanding invoices shown on spreadsheets are periodically used to send delinquent letters 

to vendors. Problem accounts are referred to the City’s Law Department. 

 

 

 Ambulance 

The Fire Department prepares and mails ambulance billing and receives payments. Deposits are 

turned over to the collector’s office and deposited to the bank.  It is anticipated that by 

July 1, 2012 Ambulance billing will be outsourced. 
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City Ordinance Violations 

The Police Department prepares the bills and receives payments for ticketed violations written 

by police officers. Deposits are turned over to the collector’s office and deposited to the bank. 

Collections for Ordinance Violations are also accepted in the Collector’s Office. 

 

Out of District Students  

The Westfield Vocational Technical High School (WVTHS) prepares the bills and commitments 

quarterly for out of district students attending WVTHS and forwards to the Auditor’s Office for 

review. Once approved, commitments and bills are forwarded to the Collector’s Office for 

mailing and collection. 

 

 

Receipt Processes 

Treasurer’s Receipt Process 

Treasurer’s receipts come in the office from departments for miscellaneous receipts.  Some 

departments enter miscellaneous receipts through various modules in MUNIS. (Business 

License, Permits & Codes etc., see appendix A-5 and appendix G-2 for examples.)  Some 

receipts are brought into the Treasurer’s office in the form of cash and checks attached to a copy 

of the Schedule of Departmental Payment to the Treasurer.  The Treasurer’s office personnel 

verify the charge code on the form and the amount(s) are accurate. 
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Treasurer’s Office personnel prepare deposits to the bank daily and post miscellaneous 

departmental receipts directly through Payment Entry in MUNIS.  Treasurer’s office personnel 

process miscellaneous batches for posting.  About once a week, batches that are released are 

brought to Auditing to be compared with department’s receipts on file.  Once they are 

reconciled, Auditor office personnel post receipts. 

 

Collector’s Receipt Process 

Receipts come in over the counter in the form of checks or cash. Counter traffic is particularly 

heavy when real estate or excise bills are due. Checks are generally received and processed by 

Century Bank, the city’s lock box provider. Real estate bills are also remitted directly by a 

number of tax escrow service companies and banks. In addition, the deputy collector, PKS 

Associates, collects delinquent motor vehicle excise taxes once they are past the demand stage. 

 
 The clerks in the office cash out and balance their cash drawers every day on a staggered 

basis. 

 Cash and checks are totaled and balanced to the bills received. 

 Separate calculator tapes are used for cash and checks and are retained as proof of 

reconciliation. 

 All receipts are deposited to the bank the next day. A separate deposit slip is prepared for 

each of the clerk’s daily work, as well as for mail that comes to City Hall. 
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 Lock box payments that could not be processed by Century bank are returned to the 

Collector’s Office and a separate deposit is prepared. Separate deposits are also prepared for 

each escrow tax service company. 

 
Once the deposit is made and verified, the calculator tapes and customer receipts are returned to 

the clerical staff for posting to customer accounts in MUNIS. 

 
 Payment batch totals from MUNIS are reconciled to the calculator tapes to ensure customer 

account accuracy. 

 Lock box and escrow tax service company payments are reconciled to their deposit amounts 

and electronically uploaded to MUNIS by the collector. 

 
Deposit slips are prepared by the tax collector and a daily turnover sheet is remitted to the 

Treasurer’s Office. Lock box payments processed by Century Bank are deposited directly to the 

Treasurer’s bank account.  

 
PKS provides a turnover sheet to the office with a check, usually once per week for delinquent 

motor vehicle excise collections. The turnover sheet and check includes all revenues collected, 

including the deputy collector fees. A vendor check is then issued to PKS for deputy collector 

fees. 
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Municipal Lien Certificates 

 
Municipal lien certificates are prepared by the Collector’s office. Most requests come from 

attorneys dealing with the sale or refinancing of real property.  MUNIS is used to research and 

prepare the municipal lien certificate in a timely fashion. 

  

Abatements 

Abatements granted by the Board of Assessors are posted to MUNIS by the Assessor’s Office. 

All Utility Abatements are handled by Water Resource Department personnel. 

 

Refunds 

Tax refunds are processed by the Collector’s Office. 

 A MUNIS credit balance report is generally run weekly to determine overpayments on 

accounts. 

 The Collector’s Office reviews the report and retrieves documentation to verify the accuracy 

of the credit balances shown. 

 A refund report is generated and given to the Collector along with documentation for each 

refund. 

 The Collector performs a second review of the transactions causing the refunds. Large 

refunds from ATB cases are reviewed with the Assessor’s Office. The Collector signs off on 

the refund report. 
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 The refund report and supporting documentation is then forwarded to the Auditor’s Office 

for a final review and preparation of the refund to be included on the weekly accounts 

payable warrant. 

 Checks are issued by the Treasurer. 

 
 
 

Payroll 
 

These procedures are designed to ensure that payroll is based on proper authorization and 

required documentation, is paid at the approved rate, in accordance with collective bargaining 

agreements, is only paid to actual employees, and to assure that proper and timely reporting is 

made to federal, state, and local taxing authorities. 

 

The City of Westfield uses the MUNIS software system to process payroll. The following 

MUNIS modules are an integral part of the payroll process:  Payroll, Personnel Actions, and 

Time and Attendance.  

 

 Payroll is processed on a bi-weekly basis for both the city and school departments. The city 

payroll is processed on one Friday and the school payroll is processed on the next Friday. 

 

 City payroll is based on MUNIS personnel actions input by the Personnel Department.  

Personnel actions contain an employee’s job classification, pay rates, payroll deductions, 

bargaining unit, and all other employee information. All personnel actions require various 

approvals which are controlled by the Personnel Department. Personnel action forms (see 

exhibit PA-1) processed by the Personnel Department are verified by City Auditor staff. 
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Once City Auditor staff notifies Personnel that all personnel actions have been approved, the 

Personnel Department posts the actions to update the employee master file in job pay. 

 

 City payroll is “exception” based, meaning employee time defaults from job pay defaults into 

the time and attendance system. Each pay period, the Information Technology (IT) 

department sends each city department a MUNIS Earnings Worksheet (see exhibit PA-2) 

containing each employees time and rate as it defaults from personnel actions into the time 

and attendance system. 

 

 City time sheets (see exhibit PA-3) are completed by employees and approved by 

supervisors. Employee’s daily time sheets are used by departmental payroll clerks or 

managers to adjust employee’s time for any “exceptions” to their standard or expected work 

schedule in the time and attendance system. Typical changes are for overtime, sick, vacation 

or similar leave. Payroll clerks also record additional pay exceptions to employee’s time on 

an Excel spreadsheet which is submitted to City Auditor staff. 

 

 For City payroll departmental earnings worksheets are forwarded by the Personnel 

Department to the City Auditor’s office by Monday at 1:00 pm. IT automatically locks out all 

payroll clerks and managers from the Payroll and Time and Attendance systems on Monday. 

 

 Gas & Electric’s payroll is currently entered by the IT department but G&E is expected to 

process their own payroll soon.  City Auditor staff checks MUNIS time and attendance proof 

with earnings worksheet and spreadsheet from Gas & Electric for accuracy. 
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 School payroll process (see appendix B-3) deviates from City payroll process in that City 

Auditor staff receives letters from School Administration regarding payroll issues; degree 

changes; leaves of absences with or without pay etc.  Spreadsheets called T-Sheets are sent 

by the school payroll clerk for changes.  Once these are approved by City Auditor staff, 

school payroll make changes to employee records (similar to personnel actions on the city 

side) for default to the payroll. 

 

 In addition, deductions are checked by City Auditor staff for any major changes from T-

Sheets in time and attendance. 

 

 City Auditor staff verifies that Excel spreadsheets and/or T-Sheets agree to the time entered 

in the time and attendance system. Corrections are made by City Auditor staff unless all 

paperwork is received before department is closed out of time and attendance. Once the 

process is complete the City Auditor staff “moves” time and attendance records to payroll by 

the end of day on Tuesday. An email is sent to IT that payroll process is complete. 

 

 IT runs checks and direct deposit advices and delivers to Treasurer’s office on mid-week. 

Checks are dated Friday for distribution. 

 

 IT runs Departmental Earnings Proof (listing by employee of the actual payroll for the 

period), and payroll distribution journal and delivers to City Auditor’s office. 

 

 Departments pick up Earnings Proof, review and verify then deliver two copies signed by the 

department head (one original and one copy) to the City Auditor. City Auditor staff prepares 

2 original payroll warrants (see exhibit AP-3) for signature by the City Auditor and the 
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Mayor. One warrant and original earnings proofs are delivered to the Treasurer. The second 

warrant is filed by the City Auditor with cash disbursement journal and payroll summary 

report.  The duplicate copy of the earnings proofs is kept on file separately. 

 

 Departments pick up checks and remittance advices for their employees from the Treasurer 

on Friday. 

 
 
 
 
 

Accounts Payable 

 
The accounts payable policies and procedures are designed to ensure that vendor payments are 

bona-fide obligations of the city and properly made based on adequate documentation, proper 

authorization, and charged to the correct general ledger account (appropriation), year and period. 

 

Approvals and Authorization 

 
 The Mayor and City Auditor must approve all city expenditures (warrant) before payment 

is made by the City Treasurer.  In the event the Mayor is unavailable; the president of 

City Council has the authority to approve the warrant. 

 

 Department heads, boards and commissions (if applicable) will authorize all expenditures 

within their departments. 
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 Authorization for expenditures may be delegated in the event of an emergency or short 

term absence.  Delegation of expenditure authority must be in writing and approved by 

the City Auditor and Mayor in advance. 

 

 

Disbursement governing policies and procedures 

 
 Invoices are recorded in departmental batches throughout the week. Batches entered 

and/or submitted by Friday are placed on a warrant for payment on the following Friday. 

Checks are generally mailed by the Treasurer’s office on Monday. 

  
 Payment for supplies or services will be made based on original invoices only, statements 

are not accepted. 

 
 Schedules of Bills Payable (SBP) (see exhibit AP-1) are submitted with the original 

invoice and the receiving copy of the purchase order attached.  The SBP is prepared by 

the department and must be signed by the department head and/or board or commission if 

applicable. Only original signatures will be accepted, signature stamps are not allowed. 

For those departments inputting invoices to MUNIS, will submit MUNIS “batch” (exhibit 

AP-2 Accounts Payable Invoice Entry). The MUNIS “batch” will serve as (SBP) and is 

signed by Department Head or appointing authority. 

 
 SBP will be reviewed by the City Auditor staff for: original invoice, receiving report and 

proper signature on SBP, entry data must match invoice, vendor name, dates, invoice 
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number and remittance address. Discounts are taken and reviewed for accuracy. No sales 

tax is paid and proper liquidation of purchase order is verified. 

 
 SBP and invoices are data entered (recorded) in the MUNIS accounts payable module by 

the City Auditor staff.  Staff place check marks on the SBP to indicate each invoice has 

been entered. Currently, the School Department, Water Resources, DPW, IT, Purchasing 

and Police departments enter their own accounts payable batches directly into MUNIS. 

Eventually all departments will enter A/P directly into MUNIS. 

 
 City Auditor’s staff uses an Excel spreadsheet to control the invoice batch-entry process. 

Batches are summarized by Fund. 

 
 A preliminary warrant is run and totals are verified to the Excel spreadsheet control 

totals. Variances are identified and corrected by City Auditor staff before the final 

warrant is run. 

 
 City Auditor staff notifies the IT department that the warrant process is complete. 

 
 IT runs checks, invoice detail reports and cash disbursement journal. 

 
 Checks are delivered to the Treasurer’s office. Reports and cash disbursement journals 

are delivered to the City Auditor’s office. 

 
 A deduction warrant (referred to as “Vendor Checks”) is run simultaneously with the 

Accounts Payable warrant.  Once received from IT, the deduction warrant must balance 

with the worksheet done by the Treasurer for the weekly payroll. 
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 City Auditor performs the final review of the accounts payable and deduction warrant 

(see exhibit AP-3). City Auditor staff prepares two (2) original warrants for signature by 

the City Auditor and the Mayor.  Once warrants are signed City Auditor staff delivers the 

white original warrant, remittance copies of invoices and preliminary report to the 

Treasurer for distribution.  The yellow original is filed with the invoice detail reports and 

cash disbursements journal. 

 
 City Auditor files the warrant, warrant reports and corresponding invoices for each fiscal 

year. 

 
 Checks are mailed by the Treasurer’s office to vendors. 

 

Travel Reimbursements 

 
Travel reimbursements do not require a purchase order but must adhere to city travel policies as 

described in Appendix A-2. 

 
 
 
 
 

Budget Process 

The budget process begins in the early spring with general instructions to department heads. The 

City Auditor’s Office verifies that all departmental personal service requests are accurate and in 

accordance with collective bargaining agreements. The City Auditor works closely with the 

Mayor to balance the budget before presentation to the City Council. The budget must be 
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balanced to estimated revenues and approved no later than June 30. Final acceptance by the City 

Council is the last step before entry to the accounting records.  

 
 Budgets are prepared and distributed on four levels: 

o Department requests to mayor 

o Mayor’s recommendations to City Council 

o City Council approved budget 

o Final appropriation recorded to general ledger in MUNIS 
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CITY OF WESTFIELD 
 

TRAVEL POLICY 
 

IT IS THE POLICY OF THE CITY TO REIMBURSE PERSONS WHO HAVE BEEN 
AUTHORIZED TO TRAVEL ON BEHALF OF THE CITY FOR REASONABLE 
EXPENSES INCURRED DURING SUCH TRAVEL.  TRAVEL WILL BE 
PERFORMED IN THE MOST ECONOMICAL MANNER FOR THE CITY. 
 
THIS REGULATION IS ISSUED FOR GUIDANCE OF ALL PERSONNEL (CITY, 
SCHOOL AND GAS & ELECTRIC) CONCERNED IN ORDER TO INSURE 
UNIFORMITY IN PROCESSING REIMBURSEMENT REQUESTS. 
 
TRANSPORTATION 
 

AUTOMOBILE:  Per city ordinance $0.02 less than the IRS approved rate per 
mile or the rate established per contractual agreement. (Auditing disbritutes the
new rates set by the IRS each year.) 

 
  In City Travel – Mileage in/out must be submitted. 
  Interschool Travel – Mileage according to attached chart. 
  In State Travel – Mileage according to attached chart. 
 
  Out of State Travel – Mileage in/out must be submitted. 
 
  Tolls and Parking will be reimbursed upon submission of original receipts. 
 
  TAXI:  Actual costs plus tips with original receipt. 
 
  AIRFARE:  Tourist or Economy Class only.  If an employee wishes to  
  Travel First Class, he/she will be requested to pay the difference between  
  the two fares.   Extenuating circumstances may necessitate First Class  
  travel but must be documented accordingly.  Receipts are required. 
 
LODGING  AND ACCOMMODATIONS  
Hotel accommodations shall be reimbursed at a rate not to exceed the rate for single 
occupancy.  The City does not pay for spouse’s accommodations or meals, nor will it 
reimburse for suites or deluxe accommodations. 
 
The City will reimburse for only one night preceding the conference*.  Any additional 
accommodations made due to air travel reservations must be substantiated to show the 
cost benefit to the City. 
 
Generally, the City will pay a one night deposit to the hotel.  At the end of the stay, the 
hotel may either bill the City or the employee may pay the charges and be reimbursed by 
the City.  In cases of financial hardship, a cash advance may be considered. 
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This practice protects the City from cancellation charges or early departures. 
 
Original receipts must be presented. 
 
MEALS  
 
Per the Internal Revenue Service Publication 463, the City of Westfield uses an 
accountable plan for reimbursement.  Therefore the meal policy will be as follows: 
 
If the employee does not present receipts, he/she will be reimbursed at the rate of $26.00 
per day (the IRS Standard Meal Allowance) based on the following schedule: 
 
  Breakfast $4.00 
  Lunch  $7.00 
  Dinner  $15.00 
 
This reimbursement will be paid on PAYROLL as these expenses may be deducted on 
the employee’s income tax.  Employees receiving a contractual meal allowance are 
already receiving this on payroll. 
 
Meals will be reimbursed at higher rates (reasonable) upon presentation of detailed 
receipts.  Tips up to a maximum of 15% may be reimbursed.  At no time may anyone 
receive more than a $50.00 meal reimbursement for one day. 
 
State Law Chapter 44 Section 58 will NOT allow reimbursement for alcoholic beverages. 
 
When meals are reimbursed for more than one person, the other persons full name must 
be listed.  If the reimbursement is for other City employees, each department must use their
own expense account. 
 
Registration fees are reimbursable with receipts and a copy of the conference notification. 
 
Other miscellaneous expenses will be reimbursed with submission of receipts. 
 
All travel is undertaken with the approval of the appropriate department head or 
departmental authority. 
 
Current contractual obligations that supersede any of the above policies will prevail. 
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The City will NOT reimburse for: 
 
 Alcohol 
 Tobacco 
 Entertainment 
 Costs for spouse or children 
 Parking tickets or Fines 
 Personal telephone calls 
 
 
 
CITY EMPLOYEES TRAVELING AT PUBLIC EXPENSE ARE EXPECTED TO USE 
GOOD JUDGMENT.  THE CITY AUDITOR RESERVES THE RIGHT TO REJECT 
ANY REIMBURSEMENT WHICH DOES NOT FOLLOW THE ABOVE 
GUIDELINES OR IS NOT DOCUMENTED.
 
*AMENDMENT: Because reimbursements for air tavel are submited and COST 
 COMPARISONS when necessary are NOT, the following change takes place in FY16.
 
 If air travel is required and travel is one or more days prior to and/or after conferences, a 
 cost comparison form MUST be submitted. If no cost comparison is submitted, the travel 
 expense will be reduced by Auditing.
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SCENARIO A SCENARIO B

Cost of Early Flight: Cost of Later Flight:

Cost of Hotel: Cost of Hotel:

Stipends: Stipends:

Other: Other:

Subtotals -$       Subtotals -$       

EARLY FLIGHT COST SAVINGS ANALYSIS

Approved By: Date:

TOTAL PROJECTED SAVINGS -$                                           
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5

6

7 m.daley@cityofwestfield.org

After you have e-mailed your carry over list(s),  please forward a copy SIGNED by the Department Head.

CARRY OVER INSTRUCTIONS -  City Departments

All purchase orders opened prior to this fiscal year (FY10) that are not designated to be carried over will be 
closed unless a detailed written explanation is included.

A separate list must be submitted for each department and/or fund.  Only one (1) Department and one (1) Fund 
per sheet.

Each sheet (department/fund) should be totaled.

Personal service carryovers must include employee name, employee number and amount.  This list must be on 
a separate worksheet.

Regardless of source of funding, OPEN/BLANKET purchase orders will not be carried over. Purchase orders to 
be carried over MUST be for a specific purchase/invoice and for a specific dollar amount.

Copies of bills for an open purchase order must be submitted with carry over list.  Only exact amounts will be 
carried over.

E-mail your carry over lists to
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CARRY OVER INSTRUCTIONS- School Department

Regardless of source of funding, OPEN/BLANKET purchase orders will not be carried over. Purchase orders to 
be carried over MUST be for a specific purchase/invoice and for a specific dollar amount.

Copies of bills for an open purchase order must be submitted with carry over list.  Only exact amounts will be 
carried over.

All purchase orders opened prior to this fiscal year (FY10) that are not designated to be carried over will be 
closed unless a detailed written explanation is included.

Personal service carryovers must include employee name, employee number and amount.  This list must be on 
a separate worksheet.
A separate list must be submitted for each department and/or fund.  Only one (1) Department and one (1) Fund 
per sheet.

Each sheet (department/fund) should be totaled.

E-mail your carry over lists to m.daley@cityofwestfield.org

After you have e-mailed your carry over list(s),  please forward a copy SIGNED by the Department Head.
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                               REQUEST FOR AN APPROPRIATION OF FUNDS

1. Enter Department name and complete Section B below.
2. Attach to letter to Mayor requesting funds.
3. Mayor completes Section A.
4. Mayor sends to Auditing for verification of balances/accounts.
5. Auditing approves funds and returns to Mayor.
6. Mayor forwards to City Clerk for City Council.
7. City Clerk verifies date voted by Council and forwards to Mayor for final approval.

Reminder: No letters to Mayor will be accepted without this form. 

Department Name

A. From: TO BE DETERMINED BY THE MAYOR

Name of Account

Account Number

Amount

B. To: REQUEST OF DEPARTMENT

Name of Account

Account Number

Amount

Date:

Verified by Auditor:

Approved by Mayor:

Voted by Council:

Approved by Mayor:

Auditor 8/1/07
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                              REQUEST FOR A TRANSFER OF FUNDS WITHIN A DEPARTMENT

1. Complete form.
2. Attach to letter to Mayor requesting transfer approval.
3. Mayor sends to Auditing for verification of balances.
4. Auditing approves funds and returns to Mayor.
5. Mayor forwards to City Clerk for City Council.
6. City Clerk verifies date voted by Council and forwards to Mayor for final approval.

Reminder: No letters to Mayor will be accepted without this form and no transfers will be forwarded
to City Council without this form attached.

Department Name

From:

Name of Account

Account Number

Amount

To:

Name of Account

Account Number

Amount

Date:

Verified by Auditor:

Approved by Mayor:

Voted by Council:

Approved by Mayor:

Auditor 8/1/07
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DEPARTMENTAL RECEIPTS – process in MUNIS 
 
Receipts should be deposited as soon as received unless secured in a vault or fireproof safe/cabinet.  At the 
very least deposits should be processed once a week. The date on the schedule generated by Munis should 
be the date of deposit.  If you have a Schedule of Department Payment form and it doesn’t seem as if any of 
your accounts are applicable, please call the Auditor’s office for a new Charge Code. 
 
Miscellaneous Receipts (non-receivables) 
The Miscellaneous Receipts screen is used to record non-receivable payments for items such as fines, fees, 
grant checks, donations etc. Charge Codes must already exist for the different items whose payments are 
being collected.  Business License Receipts are considered miscellaneous receipts and are processed the 
same as other miscellaneous receipts. 
 
Permit and Code Receipts 
The receipt process in the Permit and Code Module is through an Application Process.  See Appendix G-1 
for an in-depth process. 
 

Payment Entry 
 
How to Start a Batch 
 
Select Add-Batch from the tool bar or under the Edit function. 
  

Field Description 

  

Entry Date Default 

Clerk Default 

Receipt Option The default is 0-No Receipts. If you wish to print receipts choose one of the  

 Other options. 

Department Default 

Batch Number Default 

Deposit Number Leave blank 

Interest Effective Date Default 

Year/Period Default; should match the entry date. 
 

Press “Enter” to start the first payment. 
 

How to Enter a Payment 
 
Select option from side bar: misc receipt.  
 
Receipt Default 

Loc/Dept Enter the department description or department number; Help is available at F9.  

Customer Default of "0". The word "CUSTOMER" defaults in on the next line. 

Paid By If you wish to reference a particular person or business, use this field. Using ALL 

 CAPS type in the name you wish. You can do a "find" on this field. 

Parcel Leave blank 

Charge Code Use correct charge code from your old schedule of departmental payment to Treas. 

Charge Description Defaults in from charge code. 

Quantity Use $ (dollar amount) of receipt. 

Price Default of "1" from charge code.  

Total Amount Defaults in from Quantity x Price. Should be amount of receipt. 

Cash Account Defaults in; do not change. 

G/L Payment Allocation 
Defaults in from charge code; can be changed but shouldn't be without discussion with 
Auditor's office. 

Receipt Total Customer 
Total No access to these fields. 
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Second Screen: Apply Payment 
 
Last Recpt for Cust? Will the customer be paying another bill or is he finished for day? This lets you keep a  

running total for customer so that he can pay a total amount at end of the transactions. 
 If "N", you must continue with the same customer until finished and enter "Y" here. 

 
Payment Method Check, cash, credit card, multiple. Help available at F9. If multiple used a Payment 
 Method screen displays to record payment methods 

. 
Check/Reference # If applicable, the check or credit card number. 

 
Addl Payment Ref. Enter any additional payment references here. 

 
Receipt Option Defaults in from batch header but can be overridden. If "0", when you enter you will be 

automatically be brought to "Effective Date" as next entry. If used other than "0", 
 you will move to the next line to describe the format. 

 
Indv.Receipt Format Choose the appropriate format. 

 
Printer Defaults to your printer if you are printing. Help  

 
Print GL Accounts? Do you want GL Account printed on receipt 

 
Validate? Enter "N". 

 
Effective Date The date the receipt is effective. 

 
Total This Receipt Gives the total amount of current receipt you are processing. 

 
Total for Customer Gives the total amount of all receipts paid by this customer during this transaction 

 
Reference Leave blank 

 
Paid by Customer # Defaults from Payment Entry Screen. 

 
Paid by Reference Defaults to first 20 characters of "Customer Name" field; can be overridden. 

 
Total Remitted Defaults to amount of receipt but can be overridden if customer has change due. Enter 
 the amount of cash you receive here. If "Payment Method" is 9 you cannot access 
 this field. 

 
Change Due If you entered an amount of cash in "Total Remitted", then the change due will 
 automatically calculate. 

 
Correct? Is the information correct? 
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Payment Proof 
 
 
This report is used to proof released and unreleased batches. There is no option to post the journal entries. 
Here you can select batches from a given entry date or range, by department, by clerk, or by batch number. 
 
Select Find from the tool bar or under the Edit function. 
 
Batch Type Do you want to process "P"ayment, "R"efunds, “R”eversals, "T"ransfer, or 

"W"riteoffs. 
Batch Status "R"eleased or "U"nreleased?  
Include Receipt 
detail? Enter "Y" to include receipt detail on each receipt; "N", not to. 
Batch Entry Date User may select a specific date, a range, or leave blank for all dates. 
Department The department code or leave blank for all departments. 
Clerk A specific clerk ID, or leave blank for all. 
Batch Number When you use this field during a "Find", enter a specific batch number or range of 
 batch numbers to be processed or leave blank for all. 
Deposit Number When you use this field during a "Find", enter a specific deposit number or range 

of deposit numbers to be processed or leave blank for all. 
  

 
When you find the batch (es) you are looking for select the “Output” function.  A screen will display with 
different options regarding how to print your report. It really doesn’t matter how you print it; this report is 
for you. Hit “enter” and the report will print on your default printer.  You should receive 5 different reports 
as part of this proof: 
 

Payments Journal Proof Batch Summary – Shows batch information such as number of batches 
and number of receipts and total dollar amount for all batches. 
 
Payments Journal Proof Miscellaneous Cash Receipts – Shows Customer Names, Charge Codes, 
and GL Accounts. 
 
Payments Proof Charge Distribution Summary – Shows A/R Codes totals with detailed Charge 
Codes. 
 
Payments Journal Proof Account Distribution Summary – Shows General Ledger Journal Entries. 

 
 

 
Please check these reports and make sure all information is correct and totals are all the same. After 
verification then exit this menu. 
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Schedule of Departmental Payments (exhibit R-1; R-2) 
 
This program prints a report of miscellaneous revenues received, sorted by Department Code.  You can opt 
to see records still in proof, or posted (history) records. 
 
Select “Define” from the left menu. 
 
Payment Record 
Type Determines which records are selected for the report, Proof or History. 
Clerk ID The range of clerk ID's to include in report. 
Receipt Date The input receipt date range. Accepts any valid date. Defaults to today's date. 
Receipt Number The range of receipt numbers to include in report. 
Loc/Department The valid Department Code or leave blank for all. 
Reference Number A user-assigned reference number that prints on line 3 of the report. 
Report Date The user-assigned date that prints on line 3 of report. 
GL Acct Summary by Enter "Y". 
Department  
GL Acct Summary at Enter "Y". 
End of Report  

 
After you establish what report you are running, you choose “Select” from the left menu. After your 
records are selected, “Output”. This is the document your department head will sign. You will then bring 
your funds to the Treasurer’s office where this document will be signed by someone there and this schedule 
will be copied – original to Treasurer, 1 copy to department, and 1 copy delivered to the Auditor’s office 
and filed. 
 
 
Once you have printed your “Schedule of Departmental Payments to Treasurer” you will need to 
return to the “Payment Entry” screen. At this point you will bring up your batch(s) to be released.    
 
Select “Output-Rel” from the left menu. A number of print options will appear on a screen, for 
example, Include payment details for each receipt.  You may choose whichever reports you wish. A 
report will print and then you will be asked to “Release this batch?” If everything is correct, (which 
it should be as you have already printed your deposit), then simply say “Yes.” From this point on, 
you will not be allowed to enter/correct/change this batch.  Any corrections will have to be done 
through the Treasurer’s office. 
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RETURNED CHECKS 
 
If a vendor returns a City of Westfield check with a current fiscal year date, please fill out and sign form 
“Vendor (City of Westfield) Check to be Voided” (exhibit R-4) and deposit with the City Treasurer. 
 
If the money being returned is applicable to a prior fiscal year, do not attempt to deposit these funds into 
your current budgetary accounts. Please use the payment entry function with the charge code of Prior Year 
Revenues.  If you don’t currently have that charge code, call the Auditor’s office and we will add it.  There 
are a couple of exceptions to this so if you have any questions, please call the office. 
 
If a company owes us a refund and they send their own check, please fill out “Expended Return” form 
(exhibit R-3) and deposit with the Treasurer.  The same rules stated above follow with regard to prior year 
revenues. 
 
If a payroll check is being voided, please fill out “Void/Cash Payment” form (exhibit PA-4) and deposit 
with the Treasurer.   
 
 
 
REPORTS 
 
There are a variety of reports that can be printed from Munis regarding your receipts. Eventually, we would 
like to use the information compiled from all revenues to generate fee increases and project budgetary 
needs specifically by revenue category.  
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CITY OF WESTFIELD	

Post-Issuance Tax Compliance Procedures For Tax-Exempt 
Obligations and Other Tax-Benefited Obligations 
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I. Introduction 

 

These post-issuance compliance procedures of the City of Westfield, Massachusetts (the “City”) 

are designed to provide for the effective management of the City’s post bond issuance compliance 

program for tax-exempt and other tax-benefited bonds in a manner consistent with state and 

federal laws applicable to such obligations.   

 

II. Post-Issuance Tax Compliance 

 

The Treasurer of the City shall be the primary bond compliance officer responsible for each 

issuance by the City of tax-exempt (or otherwise tax-benefited) bonds, notes, financing leases, or 

other obligations (herein, collectively referred to as “bonds”).  All information related to each 

bond issue and the facilities, equipment and other assets financed by such issue shall be 

maintained by or on behalf of the Treasurer and the actions taken under subsections A through C 

of this Section II shall be taken by or on behalf of the Treasurer by the Treasurer or such other 

officers or employees of the City as appropriate, including but not limited to, the Treasurer and 

the City Auditor.  

 

A.  Tax Certificate and Continuing Education 

1. Tax Certificate - A Tax Certificate is prepared for each issuance of Bonds.  Immediately 

upon issuing any bonds, the Treasurer, in conjunction with the City’s bond counsel and 

financial advisor, shall review the Tax Certificate and make notes regarding specific 

compliance issues for such bond issue on the Post-Issuance Compliance Notes form at 
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Exhibit A.  The Tax Certificate and Notes shall clearly define the roles and responsibilities 

relating to the ongoing compliance activities for each bond issue and will identify specific 

compliance requirements.  

2. Continuing Education - The Treasurer will actively seek out advice of bond counsel on 

any matters that appear to raise ongoing compliance concerns and may attend or 

participate in seminars, teleconferences, etc. sponsored by organizations such as the 

Massachusetts Collector-Treasurer Association and the Massachusetts Government 

Finance Officers Association that address compliance issues and developments in the 

public finance bond arena.  In addition, national organizations such as the Securities 

Industry and Financial Markets Association (SIFMA) and the National Association of 

Bond Lawyers (NABL) offer numerous training opportunities and materials which may be 

useful to the Treasurer. 

B.  Tax-Exempt Bonds Compliance Monitoring 

1. Restrictions against Private Use – The Treasurer will continuously monitor the 

expenditure of bond proceeds and the use of facilities or equipment financed or refinanced 

with bonds to ensure compliance with Section 141 of the Internal Revenue Code (the 

“Code”) which generally establishes limitations on the use of bond-financed facilities by 

non-state or local governmental entities, such as individuals using bond-financed assets on 

a basis other than as a member of the general public, corporations and the federal 

government and its agencies and instrumentalities. 

a. Use of Bond Proceeds – The Treasurer will monitor and maintain records with respect 

to expenditures to ensure that bond proceeds are being used on capital expenditures for 

governmental purposes in accordance with the bond documents and document the 
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allocation of all bond proceeds.  Such monitoring is required not only for tax-exempt 

bonds, but also for tax credit bonds. 

b. Use of the Bond-Financed Facility or Equipment 

i. Equipment assets financed with bonds will be listed in a schedule for each 

bond issue, which schedule may be included in the Tax Certificate.  Equipment 

assets generally are not to be disposed of prior to the earlier of (a) the date the 

bonds and all subsequent refundings of such bonds are fully paid, or (b) the end 

of the useful life of such equipment.  The Treasurer will maintain the list of all 

bond-financed equipment for each bond issue, together with the equipment’s 

expected useful life.  

ii. Constructed or acquired assets financed with bonds – in order to ensure that 

assets constructed or acquired using bond proceeds, such as infrastructure assets, 

are not leased, sold or disposed of prior to the end of the term of the bonds and of 

all subsequent refundings of such bonds: 

 Any asset constructed or acquired with bond proceeds shall be flagged in 

the City’s records, and 

 These projects will be monitored by the Treasurer. 

iii. If there is any proposal to change the use of a bond-financed facility from a 

governmental purpose to a use in which a private entity may have the use or 

benefit of such a facility on a basis that is different from the rest of the general 

public, the Treasurer will consult with bond counsel prior to the occurrence of 

the proposed change in use. 
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2. Qualification for Initial Temporary Periods and Compliance with Restrictions against 

Hedge Bonds 

a. Expectations as to Expenditure of “New Money” Bond Proceeds 

i. In order to qualify under the arbitrage rules for an initial temporary period of 3 

years for “new money” issues during which bond proceeds can be invested 

without regard to yield (but potentially subject to rebate), the City must 

reasonably expect to spend at least 85% of “spendable proceeds” by the end of 

the temporary period.  In general under Code Section 149, in order to avoid 

classification of an issue of bonds as “hedge bonds,” the City must both (x) 

reasonably expect to spend 85% of the “spendable proceeds” of the bond issue 

within the 3 year period beginning on the date the bonds are issued and (y) 

invest not more than 50% of the proceeds of the issue in investments having a 

substantially guaranteed yield for 4 years or more.  These expectations have 

been documented for the City’s outstanding bond issues in the tax certificates 

executed in connection with each bond issue. 

ii. If, for any reason, the City’s expectations concerning the period over which the 

bond proceeds are to be expended change from what was documented in the 

applicable tax certificate, the Treasurer will consult with bond counsel. 

b. Project Draw Schedule Compliance Monitoring – While there are unspent proceeds 

of a bond issue, the Treasurer will compare and analyze the original anticipated project 

draw schedule and the actual expenditure payouts and reimbursements on each bond-

financed project on an annual or more frequent basis.  The purpose of this analysis is 

to determine the variances from the original expected draw schedule for each project 

and to document the reasons for these variances to provide a continual record on the 
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spending progress of each bond-financed project.  Factors relevant to the analysis 

include unexpected delays in the project timelines, extreme weather, contract time 

extensions due to unexpected events, supplemental agreements and any other factor 

with a potential to impact the progress or completion of the projects.  Generally, there 

should be no effect on the tax-exempt status of the bonds under either the temporary 

period rules or the hedge bond rules if the actual disbursements do not meet the 

original project draw schedule, unless circumstances surrounding the actual events 

cast doubt on the reasonableness of the stated expectations on the issuance date.  

Therefore, it is important for the Treasurer to update the progress of each project at 

least annually, and consult with bond counsel as to any variance from the original 

schedule.   

c. Bond Proceeds Expenditure Schedule Compliance Monitoring – While there are 

unspent proceeds of bonds, the Treasurer will compare and analyze the bond proceeds 

expenditure schedule and the actual investment earnings on each project on an annual 

or more frequent basis.  The purpose of this analysis is to determine any variances 

from the expected expenditure schedule and to document the reasons for these 

variances.   

3. Arbitrage Rebate Compliance 

a. Bonds may lose their tax-favored status, retroactive to the date of issuance, if they do 

not comply with the arbitrage restrictions of section 148 of the Code.  Two general 

sets of requirements under the Code must be applied in order to determine whether 

governmental bonds are arbitrage bonds: the yield restriction requirements of section 

148(a) and the rebate requirements of section 148(f).  
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b. Yield Restriction Requirements.  The yield restriction requirements provide, in 

general terms, that gross proceeds of a bond issue may not be invested in investments 

earning a yield higher than the yield of the bond issue, except for investments (i) 

during one of the temporary periods permitted under the regulations (including the 

initial three year temporary period described above), (ii) in a reasonably required 

reserve or replacement fund or (iii) in an amount not in excess of the lesser of 5% of 

the sale proceeds of the issue or $100,000 (the “minor portion”).  Under limited 

circumstances, the yield on investments subject to yield restriction can be reduced 

through payments to the IRS known as “yield reduction payments.”  The Tax 

Certificate will identify those funds and accounts associated with a particular issue of 

bonds known, as of the date of issuance, to be subject to yield restriction. 

 c.   Rebate Requirements 

i. If, consistent with the yield restriction requirements, amounts treated as bond 

proceeds are permitted to be invested at a yield in excess of the yield on the 

bonds (pursuant to one of the exceptions to yield restriction referred to above), 

rebate payments may be required to be made to the U. S. Treasury.  Under the 

applicable regulations, the aggregate rebate amount is the excess of the future 

value of all the receipts from bond funded investments over the future value of 

all the payments to acquire such investments.  The future value is computed as 

of the computation date using the bond yield as the interest factor.  At least 90% 

of the rebate amount calculated for the first computation period must be paid no 

later than 60 days after the end of the first computation period.  The amount of 

rebate payments required for subsequent computation periods (other than the 

final period) is that amount which, when added to the future value of prior 
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rebate payments, equals at least 90% of the rebate amount.  For the final 

computation period, 100% of the calculated amount must be paid.  Rebate 

exceptions and expectations are documented for each bond issue in the tax 

certificate executed at the time of such bond issue. 

ii. While there are unspent proceeds of bonds, the City will engage an 

experienced independent rebate analyst to annually calculate any rebate 

that may result for that year and annually provide a rebate report to the 

Treasurer.  Bond counsel can assist with referrals to qualified rebate 

analysts. 

d.   Timing of Rebate Payments  

The Treasurer will work with the rebate analyst to ensure the proper calculation and 

payment of any rebate payment and/or yield-reduction payment at the required time: 

i. First installment due no later than 60 days after the end of the fifth anniversary 

of each bond issuance; 

ii. Succeeding installments at least every five years; 

iii. Final installment no later than 60 days after retirement of last bond in the issue.1 

4. Refunding Requirements 

a.   Refunded Projects.  The Treasurer will maintain records of all bond financed assets 

for each bond issue, including assets originally financed with a refunded bond issue.  

                                                 
1 Generally, rebate payments must be paid not later than 60 days after retirement of the last bond in the issue. 
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b.   Yield Restriction.  The Treasurer will work with its financial advisor and bond 

counsel to maintain records of allocation of bond proceeds for current and advance 

refundings of prior bond issues to ensure that such bond proceeds are expended as set 

forth in the applicable tax certificate executed at the time the refunding bonds are 

issued.  Any yield restricted escrows will be monitored for ongoing compliance. 

 

C.  Record Retention 

1. Section 6001 of the Code provides the general rule for the proper retention of records for 

federal tax purposes.  The IRS regularly advises taxpayers to maintain sufficient records to 

support their tax deductions, credits and exclusions.  In the case of a tax-exempt bond 

transaction, the primary taxpayers are the bondholders.  In the case of other tax benefited 

bonds, such as “build America bonds” or “recovery zone economic development bonds”, 

the City will be treated as the taxpayer.  In order to ensure the continued exclusion of 

interest to such bondholders, it is important that the City retain sufficient records to 

support such exclusion. 

2. In General 

a. All records associated with any bond issue shall be stored electronically or in hard 

copy form at the City’s offices or at another location conveniently accessible to the 

City.   

b. The Treasurer will ensure that the City provides for appropriate storage of these 

records.   
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c. If storing documents electronically, the City shall conform with Rev. Proc. 97-22, 

1997-1 C.B. 652 (as the same may be amended, supplemented or superseded), which 

provides guidance on maintaining books and records by using an electronic storage 

system.  Bond counsel can furnish a copy of this Revenue Procedure if needed. 

3. Bonds  - The City shall maintain the bond record as defined in this section for the longer 

of the life of the bonds plus 6 years or the life of refunding bonds (or series of 

refunding bonds) which refunded the bonds plus 6 years.  The bond record shall 

include the following documents: 

a. Pre-Issuance Documents 

i. Guaranteed Investment Contracts (“GICs”)  and Investments (other than 

Treasury’s State and Local Government Series Securities, “SLGs”) – if 

applicable, the Treasurer shall retain all documentation regarding the procurement 

of each GIC or other investment acquired on or before the date of bond issuance, 

including as applicable the request for bids, bid sheets, documentation of 

procurement method (i.e., competitive vs. negotiated), etc.  If investments other 

than SLGs are used for a defeasance escrow, the documentation should include an 

explanation of the reason for the purchase of open market securities and 

documentation establishing the fair value of the securities and compliance with 

safe harbor bidding rules.  If SLGs are purchased, a copy of the final subscription 

shall be maintained. 

ii. Project Draw Schedule – the Treasurer shall retain all documentation and 

calculations relating to the draw schedule used to meet the “reasonable 

expectations” test and use of proceeds tests (including copies of contracts with 

general and sub-contractors or summaries thereof). 
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iii. Issue Sizing – the Treasurer shall maintain a copy of all financial advisor’s or 

underwriter’s structuring information. 

iv. Bond Insurance – if procured by the City, the Treasurer shall maintain a copy of 

insurance quotes and calculations supporting the cost benefit of bond insurance, if 

any. 

v. Costs of Issuance documentation – the Treasurer shall retain all invoices, 

payments and certificates related to costs of issuance of the bonds. 

b. Issuance Documents 

i. The Treasurer shall retain the bound bond transcript delivered from bond counsel. 

c. Post-Issuance Documents  

i. Post-Issuance Guaranteed Investment Contracts and Investments (Other than 

SLGs) – the Treasurer shall retain all documentation regarding the procurement of 

any GIC or other investment acquired after bond issuance, including as applicable 

the request for bids, bid sheets, documentation of procurement method (i.e., 

competitive vs. negotiated), etc.  If investments other than SLGs are used for a 

defeasance escrow, the documentation should include an explanation of the reason 

for the purchase of open market securities and documentation establishing the fair 

value of the securities and compliance with safe harbor bidding rules. 

ii. Records of Investments- shall be retained by the Treasurer.   

iii. Investment Activity Statements-shall be retained by the Treasurer. 

iv. Records of Expenditures– the Treasurer shall maintain or shall cause to be 

maintained all invoices, etc. relating to equipment purchases and constructed or 

acquired projects, either electronically or in hard copy.     
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v. Records of Compliance 

 Qualification for Initial Temporary Periods and Compliance with 

Restrictions Against Hedge Bond Documentation – the Treasurer shall prepare 

the annual analysis described in Section II(B)(2) above and maintain these records. 

 Arbitrage Rebate Reports – may be prepared by the Treasurer or a third party 

as described in section II (B)(3) of this document and retained by the Treasurer. 

 Returns and Payment – shall be prepared at the direction of the Treasurer and 

filed as described in Section II(B)(3) of this document.   

 Contracts under which any bond proceeds are spent (consulting engineering, 

acquisition, construction, etc.) - the Treasurer shall obtain copies of these 

contracts and retain them for the bond record. 

d. General 

i. Audited Financial Statements – the Treasurer will maintain copies of the City’s 

annual audited Financial Statements. 

ii. Reports of any prior IRS Examinations – the Treasurer will maintain copies of 

any written materials pertaining to any IRS examination of the City’s bonds. 

 

III.   Voluntarily Correcting Failures to Comply with Post-Issuance Compliance Activities 

If, in the effort to exercise due diligence in complying with applicable federal tax laws, a potential 

violation is discovered, the City may address the violation through the applicable method listed 

below.  The City should work with its bond counsel to determine the appropriate way to proceed. 

 

A. Taking remedial actions as described in Section 141 of the Internal Revenue Code  
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B. Utilizing the Voluntary Closing Agreement Program (VCAP) - Section 7.2.3 of the 

Internal Revenue Manual establishes the voluntary closing agreement program for tax-exempt 

bonds (TEB VCAP) whereby issuers of tax-exempt bonds can resolve violations of the Internal 

Revenue Code through closing agreements with the Internal Revenue Service.  

 

IV. Post Issuance Tax Compliance Procedures Review 

The Treasurer shall review these procedures at least annually, and implement revisions or updates 

as deemed appropriate, in consultation with bond counsel. 
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Exhibit A  
 

POST ISSUANCE COMPLIANCE NOTES 
[Name of Bonds] 

 
Transaction Parties 

Overall Responsible Party for Debt Management Activities __________________________________
Bond Counsel __________________________________
Paying Agent __________________________________

Rebate Specialist __________________________________
Other __________________________________
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City of Westfield 
Payroll Run Documentation 

 
Regular Payroll 
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PRIOR WEEK PAYROLL TASKS 
 
0. Complete/Fill In Payroll Run Check List – use payroll dates spreadsheet for warrant, cycle, dates information, etc. 
 
1. Start Payroll & T/A Switch 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status 
 
 
 

PAYROLL START/STATUS  
SUMMARY SCREEN 

 
 
 
 
 
 
 

 
 
 

 
 

A. Click on START       B. Click on USERS 
Click on START again     Click on SWITCH & confirm 
Complete screen per run check list    When completed, close screen 
Tab through defaults for non-defined items    
When completed, close screen     Can exit Munis when completed. 

       
 
 
 
 
2. Email Notification 
 
Send when step 1 completed for payroll 
 
Open Email program. Send email with attached message 
or similar.  Send to group located in Tech Center 
Contacts address book. 
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CURRENT WEEK PAYROLL TASKS 
 
1. Master File Changes 
 
2. T/A Entry 
 
3. Payroll Generation – wait for both ok’s for City (Personnel) & School (Auditor) 

Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 
                Find correct warrant (if not showing on screen) – Click on Change 
 

Click Generate Earnings/Deductions – confirm payroll 
Define  

Complete screen per run check list for payroll 
 

 Range Tab      Payroll Periods Tab 
Change Location From/To as directed: 
C000 to H999    OR    S000 to S999   Change Period Type & Deduction cycle as directed 
Tab through defaults for non-defined items   Tab through defaults for non-defined items 

 

   
 

Execute  
   
  Click Notify 
   
 
 
 

 
 
When completed – exit back to Payroll Start/Status Summary Screen 
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4. Earnings Deductions File Maintenance (EDFM) 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Earnings Deductions File Maintenance – confirm payroll 
Enter any C-Pay entries 
When completed – exit back to Payroll Start/Status Summary Screen 

 
5. Earnings Deductions Proof 

Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 
Find correct warrant (if not showing on screen) – Click on Change 

 
Click on Earnings Deductions Proof – confirm payroll 
Define  

Primary Report Tab       
Proof option  B – Detail Proof      
Report Seq 04 – LOC/NAME – TOTALS BY LOC 
Page Break L – Location 
Print Text N – No Text    Location/Org Ranges Tab 
Uncheck print emp SSN      Location – Define from/to as needed 
Check print payroll statistics 

   
 

Output to printer – Balance departments 
If you receive pop up message – click OK 

 
 

 
When completed – exit back to Payroll Start/Status Summary Screen 

 
 
6. T/A move (wait for email from Auditor) – Error Checking 

Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 
Find correct warrant (if not showing on screen) – Click on Change 

 
Click on Earnings Deductions File Maintenance – confirm payroll 
At initial screen – Click on printer icon –  

if no errors message will print at left bottom corner   If errors  - Choose Option 3 (All Errors) – OK  
      
 
 
 
 
 
 
All serious errors must be corrected before continuing. Re-run error listing.   
If any W-GL ACCOUNT NOT FOUND – Fax copy of report to Auditors 
 
*note – if you get a message – S – More than 30 pay lines  
Go to EDFM – find employee – check pay screen – Delete any pay type with no hours or money, until there are 30 pay types or less 
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7. Earnings/Deduction Proof – Print Final Proof 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 
Check next to Earnings/Deduction File Maintenance – 

if 0, continue below.  
Otherwise contact : 

  Auditor, Personnel,School Payroll, HR, Business Ofc 
  Request they get out of payroll, emp mtnce 

 
NOTE: if munis crashes on someone while they are in EDFM, it may reflect >0 
Can run final proof anyways (Step 7), and accept error message 

 

Click on Earnings Deductions Proof – confirm payroll 
Define  

Primary Report Tab       
Proof option  A – Final Proof      
Report Seq 04 – LOC/NAME – TOTALS BY LOC 
Page Break L – Location 
Print Text N – No Text    Location/Org Ranges Tab 
Uncheck print emp SSN      Location – Define from/to as needed 
Check print payroll statistics 

  
 

File – Output – check box to print to file 
file name: 4finxxxxxx (city) 
                 8finxxxxxx (school) 

                           (where xxxxxx = warrant #) 
 
If you receive pop up message – click OK 

When completed – exit back to Payroll Start/Status Summary Screen 
 

 Print summary pages of Final proof – 2 copies      CITY ONLY: Print C912-C913 Total Pages 
              Dept Menu – Spool F/M 

Find – in spool file name enter *xxxxxx* (where xxxxxx = warrant #) 
Highlight file – click green checkmark or hit enter – will display file 

Go to last page of report, then go back 1 page at a time to Earnings Summary 
note page # of Earnings Summary to last page of prior Position Budget Overages 
DO NOT PRINT Position Budget Overages Pages 

  Close display  
Make sure file you want is still highlighted  
Print Files – Use Page Ranges – click OK 

X: check off Cpy: 2  Start: 1st page to print End: last page to print 
 Click green check mark or hit enter to print 

Close spool file maintenance 
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8. Employee Update 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 
Check next to Earnings/Deduction File Maintenance – 

if 0, continue below.  
Otherwise contact : 

  Auditor, Personnel,School Payroll, HR, Business Ofc 
  Request they get out of payroll, emp mtnce 

 
NOTE: if munis crashes on someone while they are in EDFM, it may reflect >0 

 
 

 
 
 
Click on Update 
Click OK when completed  
May flash e-mail pop up message (Generating Sending e-mails) 

 
When completed – exit back to Payroll Start/Status Summary Screen 

 
 
 
 
 

NOTE: Accrual errors – Screen print and give to Steve Z to be fixed – OK to continue even if errors not fixed right away 
 

If you get 4 messages you will get a message you can not continue     Unless you get a can’t continue msg 
Get out of update program – red mark next to Update box      disregard this msg to the left 
Errors already identified MUST BE FIXED immediately 
 

Click on Update – then click on Restart 
If you get more than 4 additional messages – will be locked out of update   Not sure if program will  
Munis will have to fix problem                                                                        still lock you out. 
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9. Print Payroll Advices (Direct Deposit) 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Print Payroll Advices – confirm payroll 
Click Change  

Enter/verify starting check # - screen should look like below 
 Edit message if necessary – Enter to save 

 
 
 
Lineup for laser printer 

Make sure boxes are in sequential order 
Load forms in Tray 4 – Face Down – top of form toward wall 
Check will start printing from the top of pile 

 
Click on Print Checks/Adv  

Use bulk_rp as primary printer, bulk2_rp as secondary printer 
 
When completed – exit back to Payroll Start/Status Summary Screen 

 
NOTE: See Reprint procedures if necessary 
 

DO NOT RELEASE ADVICES UNTILTHEY 
HAVE BEEN CHECKED AGAINST DIRECT 

DEPOSIT ADVICE REGISTER 
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10. Advice Register 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 
Click on Advice Register – confirm payroll 
 Define as indicated below – Main & Output Options tabs only – save settings 
 
Company Descriptive Date = CHECK DATE 
    
Checking Account # = verify number for payroll (different for regular/retirement)  
 

  
 
Click Register – output to printer 
Click Bank Report – output to printer (BALANCE TOTAL TO TRANSMIT FILE TOTAL) 
Click File Tape – will create file – when complete, name is under Media file path 
 
When completed – exit back to Payroll Start/Status Summary Screen 
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11. Transmittal File Creation (Direct Deposit) 
Command Prompt 

H:\> J: 
J:\> cd payroll 
J:\ payroll> mkdir xxxxxx   
J:\payroll> cd xxxxxx  
J:\payroll\xxxxxx> telnet munis 

  Where xxxxxx = current warrant # 
– logon as yourself 

After logon – follow script below  
 
 
 
At menu hit cntrl \ (control key and backslash key at same time) 
 
$ cd /u2/live/spool 
$ pwd 
$ ./createreg 
$ /usr/bin/bulk3_ls westreg(or  /usr/bin/blk2d_ls westreg) 
$ exit 
 
 
 
STOP  & CHECK PRINTOUT 

Check payroll date  
Check #1046001356 
Check header on top of file:  

CITY OF WESTFIELD and PPDPAYROLL 
 Check totals at end of printout 
 
 
 
 
 
 
 
J:\payroll\xxxxxx> ftp munis  

– logon as yourself 
 
ftp> cd /u2/live/spool 
ftp> pwd 
ftp> get westreg 
ftp> quit 
J:\payroll\xxxxxx> exit 
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12. Print Payroll Checks 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Print Payroll Checks – confirm payroll 
Click Change  

Enter/verify starting check # - screen should look like below 
 Edit message if necessary – Enter to save 

 
 
 
Lineup for laser printer 

Make sure boxes are in sequential order 
Load forms in Tray 4 – Face Down – top of form toward wall 
Check will start printing from the top of pile 

 
Click on Print Checks/Adv  

Use bulk3_rp as primary printer, bulk_rp as secondary printer 
 
When completed – exit back to Payroll Start/Status Summary Screen 

 
NOTE: See Reprint procedures if necessary 
 

DO NOT RELEASE CHECKS UNTIL THEY 
HAVE BEEN CHECKED AGAINST ACH CHECK 

REGISTER. 
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13. Check Register/Magnetic Media. 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Check Register – confirm payroll 
Click Define if necessary. 
DOUBLE CHECK BANK ACCOUNT NUMBER – it changes for retirement payroll 

 

 
 
Click on print icon print to laser 
 
Note name of magnetic file at bottom of screen when finished. You will need this filename in step 14 
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14. Check Reconciliation ACH File Creation 
 

Command Prompt 
H:\> J: 
J:\> cd payroll\xxxxxx 
J:\payroll\xxxxxx> telnet munis 

  *Where xxxxxx = current warrant # 
– logon as yourself 

After logon – follow script below  
 
 
 
At menu hit cntrl \ (control key and backslash key at same time) 
 
$ cd /u2/live/spool 
$ pwd 
$ rm achfile 
rm achfile Y/N? Y (this may or may not be asked) 
$ mv prchkrmg.nnn achfile 
$ chmod 777 achfile 
$ ./createach 
Bank Boston ACH Transmission 
ACH file WESTACH is ready for file transfer 
$ /usr/bin/blk3d_ls westach   (or  /usr/bin/blk2d_ls westach) 
$ exit 
 
 
STOP  & CHECK PRINTOUT 

Check payroll date 
Check header on top of file  

STRIPS WESTFIELD MA  
acct # 0001162179  

check beginning & ending check numbers 
 
 
 
 
 
J:\payroll\xxxxxx> ftp munis  

– logon as yourself 
 
ftp> cd /u2/live/spool 
ftp> pwd 
ftp> get westach 
ftp> quit 
J:\payroll\xxxxxx> exit      
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15. Bank Notification (Direct Deposit)  ADD 9000 & 9001 for Direct Deposit Total 
 Complete form  
 Call VRU – Record Confirmation number 
 
16. Transmit Direct Deposit file 
 
DO NOT USE PHONE DURING TRANSMITAL 
 
Start 
Dial Connections 
Direct Deposit.ht 
Click OK 
Click Dial 
After connection, you should get login prompt. 

User name PE13803I 
Password  R2UT1363 

Wait until you see “The current file transfer protocol is KERMIT”. 
Under transfer menu, click on Send File. 

Make sure protocol is Kermit 
Type in J:\payroll\xxxxxx\westreg in filename box  

(xxxxxx = curr war #) 
Click send. 

Send status box will appear. 
When box closes, select Exit from file menu.  
Click YES to disconnect.  
 
17. Email Notification – Direct Deposit 
 
Send when step 16 completed 
 
Open Email program. Send email with attached message or similar.   
Send to Payroll Direct Deposit Notification group located in Tech 
Center Contacts address book 
. 
17A. Email Notification from Treasure’s office when bank    
received file. 
 
18. Bank Notification (Check Reconciliation) 
 Complete form - Fax Bank 
 
19. Transmit Check Reconciliation ACH File 
 
DO NOT USE PHONE DURING TRANSMITAL 
 
Start 
Dial Connection 
Check Reconcilliation.ht 
Click OK 
Click dial 
After connection, you should get login prompt. 

User Name MAARK1UB 
Password  1301K1UB 

Wait until you see “The current file transfer protocol is KERMIT”. 
Under transfer menu, click on Send File. 

Make sure protocol is Kermit 
Type in J:\payroll\xxxxxx\westach in filename box 

(xxxxxx = curr war #) 
 Click Send 
Send status box will appear. 
When box closes, select Exit from file menu.  
Click YES to disconnect. 
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20. Summary Proof  (School) 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Earnings Deductions Proof – confirm payroll 
Define  

Primary Report Tab       
Proof option  F – SUMMARY ONLY      
Report Seq 04 – LOC/NAME – TOTALS BY LOC 
Page Break L – Location 
Print Text N – No Text    Location/Org Ranges Tab 
Uncheck print emp SSN      (Location – S000 to S999 
Check print payroll statistics                     do not need anymore) 
 

  
 
File – Output – check box to print to file  

   File name: 8sumxxxxxx     print to  prcop_pm  (print to payroll printer) 
 (where xxxxxx = warrant #) 
 
If you receive pop up message – click OK 

 
 
 
 
 
 
 

When completed, redefine report values – Step 21 
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21. Detail Proof 
Define  

Primary Report Tab       
Proof option  B -  DETAIL PROOF      
Report Seq 04 – LOC/NAME – TOTALS BY LOC 
Page Break L – Location 
Print Text N – No Text    Location/Org Ranges Tab 
Uncheck print emp SSN      Location – blank to zzzz 
Check print payroll statistics 
 

  
 

File – Output – check box to print to file 
               file name   4detxxxxxx (city) 
                                 8detxxxxxx (school) 
                           (where xxxxxx = warrant #) 
 
 
If you receive pop up message – click OK 

When completed – exit back to Payroll Start/Status Summary Screen 
 
 City: Print 1 copy for distribution  

Dept Menu – Spool F/M 
Find – in spool file name enter *xxxxxx* (where xxxxxx = warrant #) 
Highlight file 
Print Files –  
 Choose no filter 

X: check off Cpy: 1 
Click green check mark or hit enter to print 

              School: print to payroll printer – prcop_pm 
Close spool file maintenance 
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22. Detail Distribution Report  
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 
Click on Detail Distribution Report – confirm payroll 
 

Define  
 
(you must define before printing even if screen is correct) 
 
Change if needed  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
File – Output – check box to print to file 

               file name:  4disxxxxxx (city) 
                                  8disxxxxxx (school) 
               (where xxxxxx = warrant #) 
         
                          
 
 
 
 
 
 

When completed – exit back to Payroll Start/Status Summary Screen 
 

City - Print 1 copy for distribution  
Dept Menu – Spool F/M 

Find – in spool file name enter *xxxxxx* (where xxxxxx = warrant #) 
Highlight file 
Print Files –  
 Choose no filter 

X: check off Cpy: 1 
 Click green check mark or hit enter to print 
 

  School –  follow above but print to payroll printer  - prcop_pm  
Close spool file maintenance 
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23. GL Distribution Journal/Update 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 
Click on G/L Distribution Journal – confirm payroll 
Define 

Main Tab 
Leave Split between G/L periods unchecked – unless directed by Auditor 
Reference – warrant # 
Short Description – Run type # and short name (ie 4 weekly, 2 fire, 5 retire) 
G/L Effective date – check date 
Year – current fiscal year 
Period – fiscal month 

July 01 October  04 January 07 April 10 
August 02 November 05 February 08 May 11 
September 03 December 06 March 09 June 12 

Leave percent as is (100.00)  
 NOTE: Split distribution will change year, period, & percentage – as directed by Auditor 
 

Accrual Tab – leave blank 

 
 

 
If fiscal period not closed, you may get this error. 
Confirm that Year/Period are correct before proceding. 
 
 
 

 
        Click on Output-Post 
              Check box to print to file 
              file name: 4gldxxxxxx (city)  
                               8gldxxxxxx (school) 
                    (where xxxxxx = warrant #) 

 
 

 
 
 
 

No errors – Ok to post, ok when journal posted 
If any errors – see Step 23a 
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When completed – exit back to Payroll Start/Status Summary Screen 
 

City: print 1 copy for distribution – DUPLEX  (Auditor’s) 
Dept Menu – Spool F/M 

Find – in spool file name enter *xxxxxx* (where xxxxxx = warrant #) 
Highlight file 
Print Files –  
 Choose no filter 

X: check off Cpy: 1 
Change to duplex printer 
Click green check mark or hit enter to print 
 

                             School: follow above but print to payroll printer – prcop_pm  (for John Kane) 
 

Close spool file maintenance 
 

23a. G/L Distribution Errors 
If there are errors you will get a message asking whether to print errors. Enter Y. 

 
 
When you get error list, type F to fix. Type F for find and hit escape to bring up 
errors.  A window will come up showing each error in sequence. You will have to 
enter correct org/object numbers. Get this information from Auditor’s Office. 
Continue until all errors are fixed. Use find/update/next as in other screens 
 
 
 
 
You may get the following message: 
 
One or more funds are not balanced. 
Can not be corrected by ‘FIX’ routine. 
 
If you get the above message it will print a copy of the Payroll Distribution Journal: Standard.  Find the fund or funds that do not 
balance and call the Auditor’s Office. 
After errors are fixed by Auditor rerun GL Distribution Journal/Post 
 
 
 
 
****NOTE : UPDATE THIS PAGE AS ERRORS OCCUR, CAN’T RECREATE **** 
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24. Deductions Report by Type. 
Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 

Find correct warrant (if not showing on screen) – Click on Change 
 

Click on Deductions Report by Type – confirm payroll 
 
Define 
 
Location – Blank to ZZZZ (except where noted) 
Deductions – Change range as noted on run list 
 
Single copy – click printer icon 

 
 
 
 
 
 
 
 
 
 

End of month/quarter – print weekly reports and then complete EOM/EOQ reports 
 

When completed – exit back to Payroll Start/Status Summary Screen 
 
 
25. Deductions Not Taken Report 

Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 
Find correct warrant (if not showing on screen) – Click on Change 

 
Click on Deductions Not Taken Report – confirm payroll 
 
Define 
Accept defaults 
Click printer icon – will print errors if any 

 
 
 
 
 
 
 

 
 
If no errors, message on left will display 
 

 
 
When completed – exit back to Payroll Start/Status Summary Screen 
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26. Deduction Mag Media – City Retirement (MA TACS) file 

Payroll & Personnel – Payroll Processing Functions – Payroll Start/Status – Payroll Start/Status Summary Screen 
Find correct warrant (if not showing on screen) – Click on Change 

 
Click on Deduction Mag Media – confirm payroll 

 
Scroll down, highlight MA TACS, and select 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Batch Posting Date = PR check date 
 
Accept all other defaults 
 
Click on Spool Icon 

file name will be under Mag Media File path 
 
 
 
 
 

 
Will retrieve this file (step 27) & email (step 28) to retirement dept. 
 
When completed – exit back to Payroll Start/Status Summary Screen 
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27. Transfer Payroll Spooled Files 
 
 
Files to transfer (where xxxxxx = warrant #) 
         CITY                  SCHOOL 
Final proof   4finxxxxxx  8finxxxxxx  
 Detail proof  4detxxxxxx  8detxxxxxx 
 Detail distribution 4disxxxxxx  8disxxxxxx 
 G/L distribution  4gldxxxxxx  8gldxxxxxx 
       8sumxxxxxx 
 Retirement file  prtacsmg.yyy (where yyy= from run check list, assigned by munis) 
 
 
 
Command Prompt 

H:\> J: 
J:\> cd payroll\xxxxxx 
J:\payroll\xxxxxx> ftp munis 

– logon as yourself 
ftp> cd /u2/live/spool 
ftp> pwd 
ftp> mget 4*xxxxxx*  (city) 
        mget 8*xxxxxx* (school) 

acknowledge each file to transfer Y 
ftp> get prtacsmg.xxx 
ftp> quit 
J:\payroll\xxxxxx> exit 

 
 
 
 
 
28. Email Retirement file to Retirement Department 
 
Open Email program.  
Send email with attached message or similar.   
Send to l.rea@cityofwestfield.org 
 
Attach retirement file created in step 26 
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** THESE STEPS ARE RUN AFTER LAST PAYROLL OF WEEK IS COMPLETED ** 
 
29. City Retirement Deduction Report 

Payroll & Personnel – Retirement & State Specific – Northeast – Massachusetts – MA Retirement Deduction Report 
 
 

Define 
Check Date – Specify 
Dates are same – Friday payroll check date 
Report options – Weekly Report 
 

File – Output – 1 copy DUPLEX 
 
 

When completed – exit program 
 
 
 
 
 
 
 
 
 
 
 
 
 
30. Employee Deduction Register 

Payroll & Personnel – End of Period Functions – End of Period Reporting – Employee Deduction Register 
 

 
 
Define  
 
Report Option – Summary 
Frequency – Year (current calendar year) 
Deduction – input range as specified 
     Weekly payroll – run deductions 1000-4999 only 
 
Accept define  
 
File – Output – 1 copy  
 
NOTE:  This report takes very long to generate.  May 
want to run overnight if possible. 
 
 
When completed – exit program 
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31. YTD Gross Pay Totals 

Payroll & Personnel – Employee Maintenance/Reports  – Accumulators Report 
 
 
 
 
 
Perform Find on following conditions 
 

Year – current calendar year 
Earning/Deduction – 0 (gross pay) 
Frequency – Y (yearly) 

 
Hit enter to accept find conditions. 
 
 
 
Confirm records: YES to continue 
 
 
 
 
 

 
 
 

 
 
When find completed – click on Report Options 
Define  (check screen; changes at EOM) 
 
When completed – accept changes 
 
close options box to return to main accumulator screen 
 
 
 
 
 
At main screen – print 1 copy (to Treasurer) 
 
When completed, exit program 
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32. OBRA Weekly Report 
 
Double click on Crystal Reports – Double click on Computer Center Reports  
 
Double Click on Obra Weekly Report 
 
Click on lighting bolt under Format to refresh 

Prompt for new parameter values 
Check date –  Discrete Value = (mm/dd/yy) – current check date (ie 03/09/07) 

 
Connection Information – when you 1st use Crystal 
 Data Source screen – Make sure Munis Crystal Reports is highlighted in Data Source Name – click Next 

Logon Screen – Make sure Munis Crystal Reports is highlighted in Server Name: 
Type in Munis user ID & password – hit enter 

 
After 1st page of report shows in preview – click on >| (arrow at far right – last page) 
When done it will show last page of last location run 
 
Click on File/Print/Printer (goes to default printer) 

If you want to change printer 
Click on File/printer setup – Choose Printer – Click OK 
 

When print is completed – exit program 
 
33. Credit Union Weekly Report 
 
Double click on Crystal Reports – Double click on Computer Center Reports  
 
Double Click on Credit Union Weekly Report 
 
Click on lighting bolt under Format to refresh 

Prompt for new parameter values 
Check date –  Discrete Value = (mm/dd/yy) – current check date (ie 03/09/07) 

 
Connection Information – when you 1st use Crystal 
 Data Source screen – Make sure Munis Crystal Reports is highlighted in Data Source Name – click Next 

Logon Screen – Make sure Munis Crystal Reports is highlighted in Server Name: 
Type in Munis user ID & password – hit enter 

 
After 1st page of report shows in preview – click on >| (arrow at far right – last page)  
 
Click on File/Export 
 Format: Acrobat Format (PDF) Destination: Disk File  – OK 
 Page Range: All      – OK  
 Choose Export File – Save in 
  Save file in J:\payroll\xxxxxx\credit union weekly report.pdf  – SAVE (where xxxxxx = current warrant) 

 
When file is exported – exit program 
 
Open Email – attach file to email message to credit union   
 

 
IF END OF MONTH (EOM) OR END OF QUARTER (EOQ) 

GO TO EOM & EOQ REPORTS RUN DOCS 
IF NOT EOM OR EOQ, GO TO STEP 34 
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34. Print T/A Earnings worksheets 
 
Double click on Crystal Reports – Double click on 1.Earnings Worksheets  
 
Double Click on 1.City EW – Totals.rpt  For distribution to city G&E, Retirement (C460, C912, C913) 

Will receive message that report could not be opened for writing – Click OK to continue 
 
Click on lighting bolt under Format to refresh 

Prompt for new parameter values 
Check date –  Discrete Value = (mm/dd/yy) – Check date for next PR (FRI) ie 07/28/2006 
From date –  Discrete Value = (mm/dd/yy) – Pay Period Start Date (SAT) ie 07/15/2006 
To date –  Discrete Value = (mm/dd/yy) – Pay Period End Date (FRI) ie 07/21/2006 

 
Connection Information – when you 1st use Crystal 
 Data Source screen – Make sure Munis Crystal Reports is highlighted in Data Source Name – click Next 

Logon Screen – Make sure Munis Crystal Reports is highlighted in Server Name: 
Type in Munis user ID & password – hit enter 

 
After 1st page of report shows in preview – click on >| (arrow at far right – last page) 
When done it will show last page of last location run 
 
Click on File/Print/Printer (goes to default printer) – use BLUE letter paper 

If you want to change printer 
Click on File/printer setup – Choose Printer – Click OK 
 

When print is completed – exit program 
Will receive Report has been modified – Would you like to save changes Message 

Click NO to continue 
 
35. Print T/A Earnings worksheets 
 
Double click on Crystal Reports – Double click on 1.Earnings Worksheets  
 
Double Click on 1.City EW – No totals.rpt For distribution to city depts 

Will receive message that report could not be opened for writing – Click OK to continue 
 
Click on lighting bolt under Format to refresh 

Prompt for new parameter values 
Check date –  Discrete Value = (mm/dd/yy) – Check date for next PR (FRI) ie 07/28/2006 
From date –  Discrete Value = (mm/dd/yy) – Pay Period Start Date (SAT) ie 07/15/2006 
To date –  Discrete Value = (mm/dd/yy) – Pay Period End Date (FRI) ie 07/21/2006 

 
Connection Information – when you 1st use Crystal 
 Data Source screen – Make sure Munis Crystal Reports is highlighted in Data Source Name – click Next 

Logon Screen – Make sure Munis Crystal Reports is highlighted in Server Name: 
Type in Munis user ID & password – hit enter 

 
After 1st page of report shows in preview – click on >| (arrow at far right – last page) 
When done it will show last page of last location run 
 
Click on File/Print/Printer (goes to default printer) – use BUFF/YELLOW letter paper 

If you want to change printer 
Click on File/printer setup – Choose Printer – Click OK 
 

When print is completed – exit program 
Will receive Report has been modified – Would you like to save changes Message 

Click NO to continue 

 
 

** WEEKLY PAYROLL COMPLETED ** 
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DISTRIBUTION OF WEEKLY PAYROLL 
 

City Depts  Earning Deduction Proof – Detail Proof (step 21, 1 copy) 
   Detail Distribution – (step 22, 1 copy) 
   Deduction Not Taken Report – (step 25, 1 copy – if NON-credit union)    
   Earnings Worksheets  
 
Treasurer  Earning Deduction Proof – Final Proof (step 7, 1 copy) 
   Direct Deposit Register – (step 10, 1 copy) 
   Payroll Electronic Fund Transfer Register (Bank Report) – (step 10, 1 copy) 
   Check Register – (step 13, 1 copy) 
   Earning Deduction Proof – Detail Proof – Retirement locations – (step 21a, 1 copy) 
   Deduction Reports – (step 24, 1 copy) 
   Employee Deduction Register – (step 30, 1 copy) 
   YTD Gross Pay Totals – (step 31, 1 copy) 
   OBRA Weekly Report – (step 32, 1 copy) 
    
Auditor  Earning Deduction Proof – Final Proof (step 7, 1 copy) 

Payroll Distribution Journal (step 23, 1 copy duplex) 
 
School Business Earning Deduction Proof – Summary Proof (step 20, 1 copy duplex) – John Kane 
Office   Earning Deduction Proof – Detail Proof (step 21, 1 copy) – School Payroll 
    Payroll Earnings Distribution – (step 22, 1 copy) School Payroll 
   Payroll Distribution Journal (step 23, 1 copy duplex) John Kane 
   Deduction Not Taken Report – (step 25, 1 copy – if NON-credit union) School   
                                    Don’t Staple any School Reports  
 
Retirement  City Retirement Deduction Report – (step 29, 1 copy duplex) 
 
Credit Union  Deduction Not Taken Report – (step 25, 1 copy – if credit union)Fax to credit union 
  
 
Tech Ctr  Earning Deduction Proof – Detail Proof (step 5, 1 copy) 

Direct Deposit file printout (step 11, 1 copy) 
   Check Reconciliation file printout (step 14, 1 copy) 
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Payroll Run Check List     CITY  Weekly Payroll  
Prior week Payroll tasks 
 
______1) Start Payroll & T/A Switch 
  Run Type  4 – Standard Weekly Payroll - CITY 

Warrant #   __ __ __ __ __ __   (mmddyy –check date) 
Check date __ __/ __ __/ __ __ __ __  (mm/dd/yyyy) next Friday’s date 
Fiscal year   2012                 (will fill in automatically – change if needed) 
Begin date __ __/ __ __/ __ __ __ __  (mm/dd/yyyy) two Saturday’s ago date 
End date    __ __/ __ __/ __ __ __ __  (mm/dd/yyyy) last Friday’s date 

 
______2) E-mail to CITY Payroll Switch Notification 
 
 Current week Payroll Tasks 
___X___1) Master file changes 
 
______2) T&A entry 
 
______3) Payroll Generation – wait for ok from City (personnel) ________ 
  

Date ______ Time _____   
 
Begin date __ __/ __ __/ __ __ __ __(mm/dd/yyyy) two Saturday’s ago date 
End date __ __/ __ __/ __ __ __ __(mm/dd/yyyy) last Friday’s date 
 
Location: C000 to H999 define   
                        

                        Deduction Cycle (1-5): (should be same for all) 
Weekly ______ 
Bi-Weekly ______ 
Semi-Monthly ______ 
Monthly ______ 
Quarterly ______ 
Semi-Annual __N___ 
Annual  __N___ 

 ______Execute 
 
 ______Notify users that generation is completed  
 
__X__  4) Earnings Deductions File Maintenance (EDFM) – enter any C-Pay entries 
 
___X_   5) Earnings Deductions Proof  
 
______6) Auditor – wait for T&A move 

EDFM – Run warning/serious errors – fix any serious errors (warnings OK) 
  

______7) Earnings/Deduction Proof – Print Final Proof  
Spool report, then print totals only – 2 copies      Filename: 4fin___  _____ 

  Print C912/C913 total pages 
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           ______8) Employee Update 
  Note: print screen any accrual errors – send to Steve Z. to be fixed – ok to continue 
    
 
 ______9) Print Payroll Advices (Direct Deposit)         
 
 Use tray 4 on laser bulk3_rp (or bulk_rp) forms face down with top of form toward wall  
             With highest advice # on the bottom and lowest on top. The advices feed from the top. 
 
  Advice # __ __ __ __ __ __ __ to __ __ __ __ __ __ __    # DD ___________ 
 
 ______10) Advice Register (Direct Deposit) 
 

______ Print Direct Deposit Register   Total $      
______ Print Direct Deposit Bank Report                             Add 9000 & 9001 for DD Total 
______ Create Direct Deposit File 

 
______11) Transmittal File Creation (Direct Deposit) _______________C 
 
 
______12) Print Payroll checks            
 
 Use tray 4 on laser bulk3_rp (or bulk_rp) forms face down with top of form toward wall 
            With highest check # on the bottom and lowest on top. The checks feed from the top. 
 
  Check # __ __ __ __ __ __  __ to __ __ __ __ __ __ __   # checks____________ 
 
______13) Check Register - Magnetic Media  

Filename: prchkrmg.__ __ __ __ .txt    Total $      
 
______14) Check Reconciliation File Creation     ______________C 
 
 

NOTIFICATIONS AND TRANSFERS 
______15) Bank Notification (Direct Deposit) – CALL BANK – COMPLETE FORM & FILE WITH PAYROLL    
 
______16) Direct Deposit Transfer   Time:_______ Date:________P:\payroll\_____________C\westreg 
 
______17) Send email notification that Direct Deposit has been transmitted 
 
_____17A)  Receive email notification from TREAS that Bank received file ok. 

     
______18) Bank Notification (Check Reconciliation) – FAX BANK -COMPLETE FORM & FILE WITH PAYROLL  
 
______19) Transfer Check Recon Time: _______Date:_______ P:\payroll\______________C\westach 
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   ____X__20) Summary Proof Report (School only) – 1 copy duplex 
 
 
______21) Print Detail Proof  

Spool, print 1 copy    Filename: 4det    
                         Print 1 copy of Head Start payroll to payroll printer prcod_pm 
 
______22) Detail Distribution Report  

Spool, print 1 copy    Filename: 4dis    
 
______23) GL Distribution Journal/Update                      File name: 4gld    
   Reference __ __ __ __ __ __, Year   2012    , Period __ __, & Percent  100 
                        Spool, DUPLEX 1 copy                          

 
______24) Deduction Reports 

Run EVERY week 
2060-2100 ____ 
2915-2915 ____ 
6011-6999 ____ 
8190-8191 ____ 

           CITY ONLY: 8112–8600____ Location H348 to H348 – print to hdst_pm   Head Start’s printer  
 

______25) Deductions Not Taken Report  
 

______26) Deduction Mag Media 
City Retirement MA TACS – Mag Media  File name: prtacsmg.__ ______.txt 
 

______27) Transfer Payroll Spooled files     ______________C 
 

______28) Email Retirement File 
 

** THESE STEPS ARE RUN AFTER 
LAST PAYROLL OF WEEK IS COMPLETED ** 

(MAKE SURE SUMMER PAYROLL IS RUN BEFORE DOING THESE REPORTS) 
 

______29) City Retirement Deduction Report (Weekly) 
 
______30) Employee Deduction Register    Weekly payroll run deductions 1000 – 4999 only 
 
______31) YTD Gross Pay Totals 
 
______32) OBRA Weekly Report 
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** IF END OF MONTH OR END OF QUARTER ** 
** COMPLETE EOM & EOQ REPORTS ** 

 
 

THESE STEPS ARE RUN AFTER  
PERSONNEL NOTIFICATION IS RECEIVED &  

ALL PAYROLLS ARE COMPLETED 
 

 
Check date __ __/__ __/__ __ __ __ 

 
From date __ __/__ __/__ __ to date __ __/__ __/__ __ 
 

 
Same information for all: 

 
______34) Print T/A Earnings worksheets   

City EW – Totals.rpt (C460, C912- C913)  
USE BLUE LETTER SIZE PAPER 

 
______35) Print T/A Earnings worksheets 

City EW – No Totals.rpt 
 USE BUFF/YELLOW LETTER SIZE PAPER  
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Payroll 

EOY PROCEDURER  

PREPARATORY STEPS 
 

1.   COMP The following preparatory steps should be performed: 

◊ See if Treasures has ordered forms (check November/December) 

◊ Test Alignment of forms on target printers. 

STEPS FOR SETTING UP CURRENT NEW YEAR CALENDAR YEAR  
NOTE: Information from Treasurer. 

2.   COMP (STEVE) Change Federal Tax table if needed  

3.   COMP (STEVE) Change State Tax table if needed  

4.   COMP (STEVE) Add/Verify W-2 codes in deduction master. 

STEPS FOR REPORTING YEAR CALENDAR YEAR 
 

5.   AUDIT Confirm all void/cash payments have been made. (Auditor) 

6.   COMP Run accumulator gross verify lists. 

 1 copy of list to data processing. (10) 

 1 copy Sent to Auditing. (10) 

 HOLD FOR AUDITOR OK TO CONTINUE 

 Apply accumulator gross list changes.(12) 

7.   COMP Create W-2 & 1099-R Tables. NOTE: overwrites old table 

8.   COMP Create W-2 & 1099-R register list. (no yearly state tax 

accumulators) 

If any employees listed: 

 Add deduction for each listed employee through 

 Employee Deductions (7) 

 Add Accumulator for each listed employee through 

 Accumulator Maintenance. (10) 

 Recreate W-2 & 1099-R Tables.(12) 
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9.   COMP Run accumulator gross verify lists.  

 1 copy of list to data processing. (10) 

 1 copy Sent to Auditing. (10) 

 HOLD FOR AUDITOR OK TO CONTINUE 

 Apply accumulator gross list changes. (12) 

10.   COMP Recreate W-2 & 1099-R Tables. NOTE: overwrites old table 

 

 

11.   COMP Create W-2 & 1099-R register list – Totals Only. 

 1 copy of list to data processing.(5,9) 

 1 copy Sent to Auditing.(5,9) 

12.   TREAS Auditor/Treasure makes changes in W-2 & 1099-R Files. 

13.   COMP Create W-2 & 1099-R register list – Detail List by Work 

Location. 

 1 copy of list to data processing. (5,9) 

 1 copy Sent to Auditing. (5,9) 

14.   TREAS Treasure Balances Detail list, and OK’s to continue. 

15.   AUDIT Auditor does 1099-R Edits.  We may be asked to: 
 ○ Per list from retirement, change distribution codes 
 ○ Set “Amount not determined” box for all 1099-R’s 
 ○ Zero Taxable amount for codes 3 & 7 

16.   GET CONFIRMATION FROM AUDITOR & TREASURER BEFORE PROCEEDING! 

17.   COMP Obtain forms (W-2, 1099-R, 1099-M) from Treasures 

18.    COMP Test alignment of forms. 

19.   COMP Print W-2 forms 

20.   COMP Print 1099-R forms 

21.   GET CONFIRMATION FROM AUDITOR AND TREASURER BEFORE PROCEEDING! 

22.   COMP Print 1099-M Forms 

23.   COMP Generate magnetic media file. 

24.   COMP Create W-2 & 1099-R register list – Detail List by Work Location. 
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PLEASE NOTE:  Ideally, as many changes as possible should be made directly to the employee 
data in Munis before changes are made to the W2 & 1099-R file.  If change where 
made to the employee data in Munis, be sure that the create W2 & 1099-R table 
process has been run BEFORE making any changes to the W2 & 1099- R file.    
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Step 1 – Preparatory Steps 
 
1. From ? 
 

Step 2 – Change Federal Tax Table 
(Steve) 
 
1. From ? …. 

Step 3 – Change State Tax Table   
(Steve) 
 
1. From ?: 

Step 4 – Add/Verify W-2 Codes 
(Steve) 
 

◊ From ? 

Step 5 – Confirm all void/cash payments have been made  
Hold for verification from Auditors 
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Step 6 – Run Accumulator Gross Verify Lists. 
NOTE: Auditor will be running this step (?) 
 
2. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ I – Accumulator Gross Verify 

3. Click the “Generate” button 

4. Click Define 
5. Set or confirm that the form fields are set 

to: 
◊ Verify Year = Reporting Calendar 

Year 
◊ Verify Basis = Yearly 
◊ Verify Deductions = 3000 to 4000 

6. Click on  to finish the define. 
7. Click Execute. 
8. If this process has be run previously for 

this period, you will receive the following 
message 

 
Select Yes to continue. 

9. When execute is completed, close the 
dialog box 
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10. Click  binoculars and then  or [RETURN] to select all. 
11. Click on “File” then “Output” and print 1 copy for Data Processing and 1 copy for Auditor. 

The file can be faxed of printed directly the aud3d_pm Munis printer. 
12. HOLD FOR AUDITOR’S APPROVAL TO CONTINUE 

13. Once approval is given, select the “Apply Changes” 
option. (if you exit this function, and haven’t 
generated you will need to return to step 9) 

14. Select “Yes” to apply changes 
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Step 7 – Create W-2 & 1099-R Tables 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ B – Create W-2 & 1099-R Records 

2.  Click Define. 

 
3. Set or confirm that the form fields are set to: 

◊ Generate Option = Both W-2’s and 1099-R 
◊ W-2/1099-R Year = Reporting Calendar Year 
◊ FICA Gross Limit = Ignore, this field is currently not being used – No FICA  
◊ Earnings = 0  
◊ Combine Employee Numbers By SSN = Not selected 
◊ Populate State Wages With Federal Wage Amount = Not selected 
◊ Populate Local Wages With Federal Wage Amount = Not selected 
◊ Address = Home Address 
◊ Code W Description = PRE TAX INS 
◊ Code X Description = Blank 
◊ Code Y Description = PRE TAX RET 

4. Click on  to finish the define. 
5. Click Create to Create the tables.  If the table has 

already been created for the calendar year, a 
warning message will appear.  Click Yes to 
continue. 

6. After the process runs, a count will be shown, take a 
screen shot and save it. 

Note: We are doing FICA so the “FICA 
Gross Limit” field is irrelevant. 
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Step 8 – Create W-2 & 1099-R Register Lists 
 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ D – W-2 and 1099-Register 

2. Click Define. 
3. Set or confirm that the form fields are 

set to: 
◊ W-2/1099-R Year = Reporting 

Calendar Year 
◊ Report type = W-2 
◊ Subtotal Method = No Subtotals 
◊ Totals Only = not selected 
◊ Medicare Only = not selected 
◊ Location =      to ZZZZZ 
◊ Work Location =      to ZZZZ 
◊ Employee Number = 0 to 999999 
◊ SIT Code =     to LL 
◊ LIT Code =     to ZZZZZZZ 

4. Click on  to finish the define. 
5. Select File, then Output and print 2 

copies,1 for Data Processing, and 1 for 
the Auditors. The file can be printed 
directly to the Auditors office by 
selecting the Munis printer aud3d_pm. 

6. If no Employees are listed STOP HERE 
AND EXIT THIS SECTION , otherwise 
continue. 

 

This step is to determine if there are any 
employees missing current yearly tax 
accumulators 
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7. From Payroll and Personnel: 
◊ B – Employee Maintenance Reports 
◊ D – Employee Deductions F/M 

8. Using the binoculars  search tool, check that each employee from the register list has an active 
deduction 4000 

9. If they are missing one, add  a deduction 4000 and set: 
◊ Calc Code = 02 
◊ Employee Amt/Pct = 0 
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10. From Payroll and Personnel: 
◊ A – Auxiliary Programs 
◊ T – PR System Admin Menu 
◊ B – Accumulator Maintenance 

11. For each employee on the register list, add  an accumulator entry and set: 
◊ Employee = Employee Number of person – Make sure this is correct 
◊ Year = Current Reporting Year 
◊ Accumulator Type = 1 
◊ Pay/Deduction = 4000 
◊ Frequency = Yearly 
◊ Cycle = 0 

12. Repeat process step 7 – Create W-2 & 1099-R Tables 
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Step 9 – Run Accumulator Gross Verify Lists. 
Repeat Process step 6-  Run Accumulator Gross Verify Lists. 

Step 10 – Recreate W-2 & 1099-R Tables. 
Repeat process step 7 – Create W-2 & 1099-R Tables  

Step 11 – Create W-2 & 1099-R Register List – Totals Only 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ C – W-2 and 1099-Register 

2. Click Define. 
3. Set or confirm that the form fields are 

set to: 
◊ W-2/1099-R Year = Reporting 

Calendar Year 
◊ Report type = W-2 
◊ Subtotal Method = No Subtotals 
◊ Totals Only = selected 
◊ Medicare Only = not selected 
◊ Location =      to ZZZZZ 
◊ Work Location =      to ZZZZ 
◊ Employee Number = 0 to 999999 
◊ SIT Code =     to ZZ 
◊ LIT Code =     to ZZZZZZZ 

4. Click on  to finish the define. 
5. Select File, then Output and print 2 

copies, 1 for Data Processing, and 1 
for Auditors. The file can be printed 
directly to the Auditors office by 
selecting the Munis printer aud3_pm. 

 
6. Click Define. 
7. Set or confirm that the form fields are set to: 

◊ W-2/1099-R Year = Reporting Calendar Year 
◊ Report type = 1099-R 
◊ Subtotal Method = No Subtotals 
◊ Totals Only = selected 
◊ Medicare Only = not selected 
◊ Location =      to ZZZZZ 
◊ Work Location =      to ZZZZ 
◊ Employee Number = 0 to 999999 
◊ SIT Code =     to ZZ 
◊ LIT Code =     to ZZZZZZZ 

8. Click on  to finish the define. 
9. Select File, then Output and print 2 copies, 1 for Data Processing, and 1 for Auditors. The file can be 

printed directly to the Auditors office by selecting the Munis printer aud3_pm. 
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Step 12 - Auditor/Treasure Makes Changes In W-2 & 1099-R Files. 
 

Step 13 - Create W-2 & 1099-R Register List – Detail List By Work Location. 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ C – W-2 and 1099-Register 

2. Click Define. 
3. Set or confirm that the form fields are 

set to: 
◊ W-2/1099-R Year = Reporting 

Calendar Year 
◊ Report type = W-2 
◊ Subtotal Method = Work Location 
◊ Totals Only = not selected 
◊ Medicare Only = not selected 
◊ Location =      to ZZZZZ 
◊ Work Location =      to ZZZZ 
◊ Employee Number = 0 to 999999 
◊ SIT Code =     to ZZ 
◊ LIT Code =     to ZZZZZZZ 

4. Click on  to finish the define. 
5. Select File, then Output and print 2 

copies, 1 for Data Processing, and 1 
for Auditors. The file can be printed 
directly to the Auditors office by 
selecting the Munis printer aud3d_pm. 

 
6. Click Define. 
7. Set or confirm that the form fields are set to: 

◊ W-2/1099-R Year = Reporting Calendar Year 
◊ Report type = 1099-R 
◊ Subtotal Method = Work Location 
◊ Totals Only = not selected 
◊ Medicare Only = not selected 
◊ Location =      to ZZZZZ 
◊ Work Location =      to ZZZZ 
◊ Employee Number = 0 to 999999 
◊ SIT Code =     to ZZ 
◊ LIT Code =     to ZZZZZZZ 

8. Click on  to finish the define. 
9. Select File, then Output and print 2 copies, 1 for Data Processing, and one for Auditors. The file can 

be printed directly to the Auditors office by selecting the Munis printer aud3d_pm. 
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Step 14 – Treasure Balances Detail List 
 

Step 15 - Auditor/Treasure Makes Changes in W-2 & 1099-R Files. 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ B – W-2 and 1099-F/M 

2. Click Define  
◊ W-2 / 1099-R Year = Reporting calendar year 

3. Click on  to finish the define 
4. Click 1099-R 
5. Click on the binoculars  search tool and then  

or press enter to select all. 
6. Per instructions from Treasurer, you will be going 

through all the selected entries with distribution 
codes 3 or 7, putting a check in “Taxable Amt Not 
Determined” and Zeroing out the “Taxable 
Amount”.  

7. Use the  update option to change. 
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Step 19 – Print W-2 Forms 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ F – W-2 Forms Print 

2. Select Define 

.  
3. Set or confirm that the form fields are set to: 

◊ W-2 Year = Current Reporting Y ear 
◊ EIN =046001356 
◊ NAME = CITY OF WESTFIELD 
◊ ADDRESS = 59 COURT ST 

WESTFIELD MA 0085 
◊ SORT ORDER = WORK LOC/EMPLOYEE NAME 
◊ W-2 FORM NUMBER = FORM DEFINITION NAME 
◊ STATE OPTION = STATE ID #1 FROM PR STATE CODE TABLE 
◊ CONTROL NUMBER = WORK LOCATION 
◊ USE LIT DESCRIPTION = NOT SELECTED 
◊ LOCATION = TO ZZZZ 
◊ WORK LOC = TO ZZZZ 
◊ STATE = TO ZZ 
◊ EMPLOYEE  = 0 TO 999999 
◊ NAME = TO ZZZZZZ 
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4. Click on  to finish the define. 
5. From file select output. 

6. Select Printer “bulk_rp” or “bulk_rp” 
PLEASE NOTE: The forms will align 
better on one printer then another, so be 
sure that you test the form alignment on 
all bulk printers to determine which is 
better suited to the form you are using 

7. Click on  [OK] to start printing. 
 
 

 
Special Notes: 

• In the paper trays, be sure to set the tray paper retainers to the marked paper size. (typically 8.5” 
x 11”)  if you set them too snug to the paper, you may encounter tray lifting problems 

• The fuller the paper tray, the better the alignment.  As the paper nears empty, the alignment will 
begin to wander further away. 
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Step 20 – Print 1099-R Forms 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ G– 1099-R Forms Print 

2. Select Define 

 
3. Set or confirm that the form fields are set to: 

◊ W-2 Year = Current Reporting Y ear 
◊ EIN =046001356 
◊ NAME = CITY OF WESTFIELD 
◊ ADDRESS = 59 COURT ST 

WESTFIELD MA 0085 
◊ SORT ORDER = WORK LOC/EMPLOYEE NAME 
◊ 1099-R FORM = FORM DEFINITION NAME 
◊ STATE OPTION = STATE ID #1 FROM PR STATE CODE TABLE 
◊ USE LIT DESCRIPTION = NOT SELECTED 
◊ LOCATION = TO ZZZZ 
◊ WORK LOC = TO ZZZZ 
◊ EMPLOYEE  = 0 TO 999999 
◊ NAME = TO ZZZZZZ 

4. Click on  to finish the define. 
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5. From file select output. 
6. Select Printer “bulk_rp” or “bulk_rp” 

PLEASE NOTE: The forms will align 
better on one printer then another, so be 
sure that you test the form alignment on 
all bulk printers to determine which is 
better suited to the form you are using 

7. Click on  to start printing. 
8. Repeat form step 20.5, or 20.1 if a new 

form is to be used, for each copy required. 
(A, B and/or C) 

 
 

 
Special Notes: 

• In the paper trays, be sure to set the tray paper retainers to the marked paper size. (typically 8.5” 
x 11”)  if you set them too snug to the paper, you may encounter tray lifting problems 

• The fuller the paper tray, the better the alignment.  As the paper nears empty, the alignment will 
begin to wander further away. 
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Step 22 – Print 1099-M 
1. From Financials 

◊ D – Accounts Payable 
◊ I – AP 1099 Functions 
◊ D – Print 1099-M Forms 

2. Click Define 
3. Set or Confirm the following 
◊ Year:  

Current Reporting year 
◊ Minimum 1099-M amount: 

600.00 
◊ Code I: Box = 0 
◊ Code M: Box = 7 
◊ Use entity code 

restrictions: 
Not selected 

◊ Dept/Loc: 
____ to zzzzzz 

4. Click on  to finish the 
define 

5. Click Report 
6. Click the  binoculars 

7. Click on  select all vendors 
8. Under File select Output 
9. Call Treasures office and ask them it it’s ok to send the report to 

their printer 
10. Set the Printer name to: treas_pm 
11. Click Ok. 
12. Close the Vendor dialog and return 1099-M form dialog. 
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13. Click Forms 
14. Set or Confirm the following: 

◊ EIN: 046001356 
◊ Name:  

CITY OF 
WESTFIELD 

◊ Addr: 59 COURT 
ST 

◊ City: WESTFIELD 
◊ State: MA 
◊ Zip: 01085 
◊ Telephone Number:  

413 572-6232 
◊ First State Number: 

Code: MA 
ID: 046001356 

◊ Second  State 
Number: Blank 

◊ Print Sequence: 
Vendor name 

◊ Print DBA Name: ? 
◊ Form ID:  

1099MLMA 

 
15. Click the  binoculars 
16. Click on  select all vendors 

 
17. Under File select Output 
18. Set the Printer name to: bulk_rp 
19. Click Ok. 
20. Close when completed 
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Step 23 – Generate Magnetic Media File 
1. From Payroll & Personnel: 

◊ D – End of Period Functions 
◊ A – End of Period Processing 
◊ E – W-2 & 1099-R Processing Menu 
◊ H – W-2 Create Electronic File 

2. You will be creating 3 files: 1 state W-2, 1 Federal W-2 and 1 Federal 1099-R.   
◊ For each of these files repeat steps 3 - 8.   
◊ In Step 4,  change the FORMAT CODE for each Pass 
◊ The “CR/LF at End of Record” is selected only on the 1099-R pass (the third listed) 

3. Select Define. 
4. On the Electronic File  tab, set or confirm that the form fields are set to: 

◊ REPORTING YEAR: CURRENT REPORTING YEAR 
◊ FORMAT CODE:  1 PER PASS 

1. MAWM – MASSACHUSETTS W2 EFW2 
2. FDWM – FEDERAL W2 EFW2 
3. FD9D – FEDERAL 1099-R  

◊ COMPUTER MANUFACTURER:  NOT IMPORTANT-OLD REQUIREMENT 
◊ CR/LF AT END OF RECORD: SELECTED ON 1099-R PASS ONLY, ELSE NOT SELECTED 
◊ THIRD PARTY FIT WITHHOLDING: 0.00 
◊ SECTION 457 DEFERRED COMP PLAY: SELECTED 
◊ COMBINED FEDERAL/STATE 1099: NOT SELECTED 

4/17/2012 F-3   Page 20 of 22



◊ LOCATION:  TO ZZZZ 
◊ WORK LOC:  TO ZZZZ 
◊ STATE:  TO ZZ 
◊ LIT: TO ZZZZZZZ 
◊ LIT Reference: Blank 

5. On the Employer Info Tab 

◊ EIN: 046001356 
◊ NAME: CITY OF WESTFIELD 
◊ ADDRESS: 

59 COURT ST 
WESTFIELD MA 0085 

◊ STATE OPTION:  State ID #1 
◊ STATE CONTROL NUMBER: BLANK 
◊ ESTABLISHMENT: BLANK 
◊ 1099-R NAME CONTROL: BLANK 
◊ 1099-R TRANSMITTER CONTROL: 08P54 
◊ USER ID:  MJK933V3 
◊ Other Transmitter/Submitter Information same as in Employer Section 
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6. On the 
Contact 

Information tab, confirm that the contact information is correct. 
7. Select the  disk icon.  When the process is finished, be sure to record the file name as you will need it 

when you transfer it from Munis server. 
8. Remember, you will be running this process a total of three times, if you completed the third pass, 

continue to step next step, otherwise return to step 22.3 
9. From an FTP client, log into the Munis server and from the root go to the /u2/live/spool folder. 
10. Find and Binary Download the three files you created during step 7 then rename them to something like: 

FEDW2.TXT, MASSW2.TXT, FED1099R.TXT.  PLEASE NOTE: There are no requirements for the file 
name other then a “reasonably named extension” which means using something like “.TXT” or “.DAT”.  
For our purposes, the “.TXT” extension should be used.  The filename itself is unimportant and should be 
something simple and clear enough to delineate one file from the other.  It is recommended, that name 
should start with and alphabetic character and NOT a number, symbol, dash or underscore (A123.TXT is 
correct, 123A.TXT is not) 

11. Zip compress all three files. 
 

Step 24 - Create W-2 & 1099-R Register List – Detail List by Work Location. 
Repeat step 13 
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City of Westfield 
Accounts Payable 
Documentation 
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1. Print AP Checks 
Financials – Accounts Payable Menu – Cash Disbursements Menu – Automated Checks 
 
Click Print – Define as necessary 

Warrant #   Check Date  1st check number - GET FROM BOX 
 
Check ON – Include greater than maximum invoices per check 

 

 
 

Should display number of invoices & checks, and total amount of checks 
Balance total amount with Auditor’s Office sent to us by e-mail 

 
Lineup for laser printer 

Make sure checks are in sequential order 
 Load forms in Tray 4 – Face Down – top of form toward wall 
 Check will start printing from the top of file 
 
Click File/Output 
 Use bulk3_rp as primary printer, bulk_rp as secondary printer 
 
Note: Remittance Advice List (*may or may not pop up*) 

Change paper back to regular laser paper after checks have finished printing and click OK 
 Send to Treasurer 
NOTE: See Reprint procedures if necessary 
 
When completed – Exit to main menu 

4/17/2012 F-4   Page 2 of 11



Last updated 06/15/2007 AP run doc.doc  Page 3 of 10 

CHECK REPRINT PROCEDURE 
If paper jams, or you run out of checks – Put printer offline DO NOT CANCEL PRINT JOB 
 Clear paper jam; replace any remaining checks with plain paper 
 Put printer online and let check run finish 

– You need to have the last check number to restart printing checks. 
 
Financials – Accounts Payable Menu – Cash Disbursements Menu – Automated Checks 
 
Click Rerun 

Select 
 Original check range 
  Start number – 1st check to be reprinted 
  Last number – last check to be reprinted 
 

First check number – first number of new checks 
 

 
 
Lineup for laser printer 

Make sure checks are in sequential order 
 Load forms in Tray 4 – Face Down – top of form toward wall 
 Check will start printing from the top of file 
 
Click File/Output 
 Use bulk3_rp as primary printer, bulk_rp as secondary printer 
 
Note: Remittance Advice List (*may or may not pop up*) 

Change paper back to regular laser paper after checks have finished printing and click OK 
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2. Cash Disbursement Journal 
Financials – Accounts Payable Menu – Cash Disbursements Menu – Cash Disbursements Journal 
 
Click Define – define as necessary 

Warrant # (EOY may have letters) 
Check Date   
UNcheck include alignments/checks without warrants 
 
GL Effective Date (same as check date, EOY = 06/30/yyyy) 
 Year – current fiscal year 

Period – fiscal month 
July  1 October  4 January 7 April 10 

 August  2 November 5 February 8 May 11 
September 3 December 6 March  9 June 12 

    EOY – as directed by auditor - 13 
 
Note: Make sure YEAR & PERIOD are correct – Auditors Office has to close out end of month 

 
Reference = CHECK DATE ( EOY may need to omit letters at end of warrant) 
 
Check off – Print invoice GL Accounts - Select Full Account 

 
 
Click print icon to print to laser – send to Auditor 
 
At end of report, will show # of checks & dollar amount. Balance with warrant totals from step 1 

Report includes manual checks and wire transfers – go back for printed check totals 
 
 
Ok to post if totals are balanced 
 
 
 

When completed – Exit to main menu 
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3. Check Reconciliation – Report 
Financials – Accounts Payable Menu – Cash Disbursements Menu – Check Reconciliation 
 

 
 
 
Click Reports 
 
 
 
 
 
 

 
 
Click Report options 
 Select as shown  
 
 Check date range  
  From/to = check date 

 
 
 
 
 
 
 
 
 
 
NOTE:  EOY  
If there are multiple warrants  
 with same check date 
 
Change Select By to 
 Cash Account Range 
 
Put check numbers printed  
in step 1 in check range 
from/to boxes 
 
 
 
 
 
Click File/Output – change # of copies to 2 
 Use report to complete Bank transmittal form (for step 6) 
 
 Exit Report Options screen to Check Reconciliation screen 
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4. Check Reconciliation – Magnetic Media 
Financials – Accounts Payable Menu – Cash Disbursements Menu – Check Reconciliation 
 

 
 
 
Click Magnetic Media 
 
 
 
 
 
 

 
 
 
Click Define  
 

Check date range  
 
Output filename = apxxxxxx 
 (xxxxxx = warrant #) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Process 
 
 
 
 

Note name of magnetic file at bottom of screen.  You will need this filename in step 5. 
 

 
Exit Report Options screen to Check Reconciliation screen.  Exit to main menu 
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5. Check Reconciliation ACH File Creation 
 
Command Prompt 
H:\> J: 
J:\> cd ap 
J:\ap\> mkdir xxxxxx (xxxxxx is warrant #) 
J:\ap\> cd xxxxxx 
J:\ap\xxxxxx> telnet munis  

– logon as yourself 
After logon – follow script below  

 
 
 
At menu hit cntrl \ (control key and backslash key at same time) 
 
$ cd /u2/live/spool 
$ pwd 
$ rm achfile 
rm achfile Y/N? Y (this may or may not be 
asked) 
$ mv apxxxxxx achfile (xxxxxx is warrant#) 
$ chmod 777 achfile 
$ ./createach 
Bank Boston ACH Transmission 
ACH file WESTACH is ready for file transfer 
$ /usr/bin/blk3d_ls westach   

 (or /usr/bin/bulkd_ls westach) 
$ exit 
 
 
STOP & CHECK PRINTOUT 

Check payroll date 
Check header on top of file  

STRIPS WESTFIELD MA  
acct # 0071146463  

  
 
 
J:\ap\xxxxxx> ftp munis  

– logon as yourself 
 
ftp> cd /u2/live/spool 
ftp> pwd 
ftp> get westach 
ftp> quit 
J:\ap\xxxxxx> exit      
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6. Transmit Check Reconciliation ACH File 
 
Bank notification – FAX file to bank 
  
 
7. Transmit Check Reconciliation 
 
Start 
Dial Connections 
Check Reconcilliation.ht 
Click OK 
Click dial 
 
After connection, you should get login prompt. 

User Name  
Password   

Wait until you see “The current file transfer protocol is KERMIT”. 
 
Under transfer menu, click on Send File. 

Make sure protocol is Kermit 
Type in J:\ap\xxxxxx\westach in filename box 

         (xxxxxx = curr war #) 
 Click Send 
 
Send status box will appear. 
When box closes, select Exit from file menu. 
  
Click YES to disconnect. 
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DISTRIBUTION OF ACCOUNTS PAYABLE 
 
 
Treasurer Accounts Payable checks (step 1) 
  Remittance Advice list (step 1) 
  Check Reconciliation report (step 3) 
 
 
Auditor Cash Disbursement Journal (step 2) 
 
 
Tech Center Check Reconciliation report (step 3) 
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ACCOUNTS PAYABLE CHECK LIST 
 
 

______1) Print AP Checks 
Warrant #_______________________ Check date __ __/__ __/__ __ 

 
Amount $ __________________________________ 

 
 Use tray 4 on laser bulk3_rp (or bulk_rp) forms face down with top of form toward wall 
            with highest check # on the bottom and lowest on top. The checks feed from the top. 
 
 Check #      to#                      Checks________ 
 
        
______2) Cash Disbursement Journal 
 
  Year   2012       Period       Reference (CHECK DATE)    
  
 
______3) Check Reconciliation – Report           Amount $ _________________________ 
 
 
______4) Check Reconciliation – Magnetic media   D:\genmunis\spool\ap_____________________     
   
 
 
______5) Check Reconciliation ACH File Creation       _____________________ 
 
 
 
________________________________________________________________________________________ 
 

NOTIFICATION AND TRANSFER 
 
______6) Bank Notification – Fax transmittal 
 
 
 ______7) Transmit Check Reconciliation ______ Time      P:\ap\  _________\westach   
 
__________________________________________________________________________________________ 
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LOCKBOX PROCEDURES 
 
 

 
1. Click Lockbox connection icon 

Click OK 
 
 
 

2. Click Dial 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
3.  Log into Lockbox system 
 
 
First name prompt 
 CITY OF WESTFIELD 
 
Password prompt 
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4. Type “C” and <enter> 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Press <enter>  

at welcome screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Type “F” and <enter>  

to access file 
menu 
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7. Type “L” and <enter> 
to list files 

 
 
 
 
 
 
 
 
 
 
 
8. Enter number(s) of line of files to download followed by <enter> to mark them with a * 

Single file to mark   file number then <enter> 
Multiple files to mark   (1,2) or (3,5) or (1-4) etc then <enter> 
 

EITHER SCREEN SHOT OR WRITE DOWN FOLLOWING INFORMATION FOR EACH FILE 
FILE NAME, $ TOTAL, AND ITEM COUNTS  

NEEDED FOR EMAIL IN LAST STEP 
 
Type “C” and <enter> to go to next page of files (if necessary) 
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9. Type “D” and <enter>  
to download  

after all files have been 
marked 

 
 
 
 
 
 
 
 
 
 
 
 
 
10. Review files 

 Type “D” and <enter>  
again to download 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11. Type “K” and <enter>  

Kermit Transfer protocol 
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12. Click on Transfer 
Receive files 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13. Confirm receiving protocol is Kermit,  

verify path to file directory 
 

(where J: = \\westfile\transfer$ in this case) 
 
click Receive to download files 
 

 
 
 
 
 
 
Screen will display as files are 
downloaded.  If errors, screen will 
close and you need to repeat the 
receive process 
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14. Press <enter>  
when download is completed 

 
 
 
 
 
 
 
 
 
 
 
 
 
15. Type “Q” and <enter> 

to quit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
16. Type “G” and <enter>  

to log off 
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17. Type “Y” and <enter>  
to confirm log off 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
18. Close program 

Confirm disconnect 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
19. Send email to city collector  
 

m.mcmahon@cityofwestfield.org 
 

FILE NAME 
$ TOTAL 

ITEM COUNTS  
 
In case of problems: 
Century Bank & Trust 
 781-393-6104 
 888-692-6100 
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First Quarter Tax Billing Check List 
Step Date Done Description Responsible 

1   Real Estate & PP Information from Collectors Collector 
2   Tax Parameter Maintenance – Updated Computer Center 
3   Tax Year Parameter Maintenance Computer Center 

4   Check Data on Screen Dumps 
Need ok to continue. Collector 

5   Tax Charge Codes Setup/Updated Collector 
6   Exception/Discount Codes Setup/Updated Assessor 
7                                                              Create VISION2 export file Assessor 

8   Import VISION2 file – RE & PP 
(current Updated)                                                                                                                                                                                                         Computer Center 

9   Print & verify LA-4 
Need ok to continue. Assessor 

10   Generate New Tax Year Computer Center 
11   Create Preliminary Tax Bills Computer Center 

12   Assessor Checks file 
Need ok to continue. Assessor 

13   Tax Update Computer Center 

14   Preliminary Commitment Book - Proof 
Spooled and printed to Assessor Computer Center 

15 
  Assessor checks proof 

Need ok to continue  
Journals need to be created before continuing! 

Assessor 

WARNING – This is the old “Point of No Return.”  Munis has added  “Reversal” options to a number of 
steps, but the reversal of the final proof isn’t entirely perfected, so munis should be contacted before it is 
attempting. 

16 
  Preliminary Commitment Book – Final 

Spooled and printed to Assessor 
(reversible.. sort of) 

Computer Center 

17   Generate A/R 
(Reversible) Computer Center 

18   Post Pre Payments Collector 

19   Assessor and Collector check billing data 
Need ok to continue Assessor/Collector 

20   Create Mag Media File Computer Center 

21 

  Retrieve Mag Media File From Server (FTP) 
• Create bid/90 warning version of the file for 

PKS 
• Create Zip File 

Computer Center 

22   Create RE & PP CD’s Computer Center 

23 
  Email Zip Version as requested from the Collectors 

office – Refer outside requests to the Collectors 
Office 

Computer Center 
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Notes: 
 
All output should be spooled and save to the bill run archive. 
 
“Bill Run Archive” refers to a folder that’s used to contain all the data and reports from a bill run. Typically this folder 
resides in the computer center “Transfer” network share under \repp\fyxxxx\Q1, where xx is the fiscal year of the bill 
run. 
 
There is no set rule for file names, though it is recommended to indicate a much of the FY, Quarter, and function 
information as possible.  Naming should also be a consistent across the run as circumstance allows. 
 
Spooled Munis output can be auto formatted to fit correctly on an 8.5” x 11” page in MS Word with the following 
macro: 
Sub MunisWide() 
' 
' MunisWide Macro 
' 
' 
    WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _ 
        BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _ 
        TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _ 
        36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _ 
        , PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _ 
        FolioPrint:=0, ReverseFolio:=0, FolioPages:=1 
    Selection.WholeStory 
    Selection.Font.Size = 8 
    WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _ 
        BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _ 
        "", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=0, ReverseFolio:=0, _ 
        FolioPages:=1 
End Sub
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Step 1 – Preparation  
Get real estate & personal property date information from Collectors – Collector/Assessor needs to check with 
Auditor’s office to confirm that the journals have been setup. 

Step 2 – Parameter Maintenance 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ B – Assessor Auxiliary Program 
◊ A – Parameter F/M 

2. Click on the Update icon. 
3. On General Tab: 

◊ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information 
from Collector” form.  
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4. On the Bill Tab Make sure: 

◊ Minimum bill amount = .01 
◊ Bill comment 1 =  “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as 

defined on the “Real Estate & PP Information from Collectors” form. 
◊ Preliminary/Estimated tax percentage = 50.00 
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5. On the Collection Tab:  
◊ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector” 

form. 
 

6. Click on  to finish 
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Step 3 – Tax Parameter Maintenance 
NOTE: Print Date and Date First Due are the same 
 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ B – Assessor Auxiliary Program 
◊ B – Tax Year Parameter F/M  

2. Click on the  to add a new record 

3. On the General Parameters tab, Set or confirm that: 
◊ Year: Bill fiscal year 
◊ AR category: 20 
◊ Cycle/Comm: 0 
◊ Tax year:  

07/01/xxxx to 06/30/xxxx  
(where xxxx: fiscal year) 

◊ Installment method:  
2 – Preliminary/Actual  

◊ Tax calendar status:  
1 – Preliminary First Half 

◊ Prelim calc method:  
2 – Assessment * Rate 

◊ Include exempt: selected 
◊ Special assmt instmst: not selected 
◊ Valuation factor: 1000 
◊ Valuation percent: 100.00 
◊ Next original bill: 1 
◊ Next subsequent bill: 900000 
◊ Next commitment page: 1 
◊ Max exemption percentage: 0 
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4. On the Installment tab 

◊ Enter Preliminary/dummy dates as indicated by the Collectors Office. 
5. Set or confirm that: 
◊ Number of installments: 4 
◊ Minimum amount for installment: 1 
◊ Normal int routine: 02 

Rate 1: 14.00 (Check rate) 
Rate 2: 0 

◊ Delinq int routine: 02 
Rate: 14.00 (Check rate) 

◊ Tax rates for: 
 City: 0 
 School: 0 
 County: 0 
 Utility: 0 
 Other: 0 

◊ Sale adv charge: Blank 
◊ Redemp adv chg: Blank 

6. Click on  to finish 
7. Repeat steps 3 – 7, substituting:  AR category: 25 
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Step 4 – Check Changes – HOLD POINT 
The Collector goes into Munis and confirms the dates from steps 2 and 3. 
 

Step 5 – Tax Charge Codes – HOLD POINT 
The Collector set the tax charge codes. 
 

Step 6 – Exception/Discount Codes  
The Assessor’s Office creates and/or updates exception and discount codes 
 

Step 7 – Create Vision Export File 
The Assessor’s Office creates two export files, one for real estate and another for personal property.  
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Step 8 – Import Vision2 files 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ A – Import RE CAMA to Munis 

2. Click “Define” 

3. Set or confirm the following: 
◊ Assessing system:  

  VISIN2-VISION CAMA Y2K 
◊ Formatting Option: 

  WE-WESTFIELD 
◊ Input File: 

use the magnifying glass to 
select the file  

◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code: 

  CITY-CITY OF WESTFIELD 
◊ Residential charge: 

  REAL-R 

◊ Open Charge: 
  REAL-R 

◊ Commercial charge: 
  REAL-C 

◊ Industrial charge: 
  REAL-C 

◊ Update: Current 
◊ Move current values: Checked 
◊ Move current owner names: Checked 
◊ Make parcels inactive: Checked 

4. Press  or Enter to complete. 
5. Click Process to import the data. 
6. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does: 
◊ Note the number of records 
◊ Click the “OK” button to continue 

7. When the print Dialog appears, spool the report to a file (note file name) 
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8. From Property Revenue 
◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ B – Import PP CAMA to Munis 

9. Click “Define” 

10. Set or confirm the following: 
◊ Assessing system:  

  VISIN2-VISIN PP 
◊ Formatting Option: 

  WE-WESTFIELD MA 
◊ Input File: 

use the magnifying glass to select the file  

◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code: 

  CITY-CITY OF WESTFIELD 
◊ Make parcels inactive: Checked 

11. Press  or Enter to complete. 
12. Click Process to import the data. 
13. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does: 
◊ Note the number of records 
◊ Click the “OK” button to continue 

14. When the print Dialog appears spool the report to a file and note the name 
15. Copy the two spooled files created in this step from Munis to the bill run archive folder 
16. Convert to PDF and email copies of the file to Assessor and Collector 

Step 9 – Print & Verify LA-4 – HOLD POINT 
The Assessor’s office prints and verifies LA-4.  Wait for their OK to proceed. 
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Step 10 – Generate New Tax Year 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ L – Generate New Tax Year  

2.  Click The “Define” button 

3. Set or confirm the following: 
◊ Tax year = FY of Q1 
◊ AR category = both 

4. Press  or Enter to complete. 
5. Click on “Create” button 

 
NOTE: If tax year shown is incorrect, set it to the correct year in Parameter FM (Step 2) 
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Step 11 – Create Preliminary Tax Bills 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports  
◊ M – Preliminary Taxes Menu 
◊ A – Create Preliminary Taxes 

2. Click “Generate” 
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3.  Click “Define “ 

4. Set or confirm the following: 
◊ Tax Year: Q1 Bill Tax Year 
◊ AR Category: Both 
◊ Percentage of Amount to use of estimate: 

50.00 (set in Tax parameter Maintenance) 

◊ Include Special Assessments / Betterments: 
Not Selected 

◊ Included exempt property: Selected 
◊ Include prior year abatement: Selected 
◊ Exemption used in tax calculation: Last Year 

5. Press  or Enter to complete. 
6. Click “Generate” button. 
7. Once The generate option has finished, Click “Validate” 
8. When the “Validation Report” Dialog appears, set AR Category to Both 
9. When the print file dialog appears, spool the file and note the file name. 
10. Copy the spooled file from Munis to the bill run archive folder. 
11. Convert file to .PDF and Email it to the Collector and Auditor. 

 
NOTE: Need to determine next Q1 bill run: should verification be done by the 
Assessor’s office or Tech Center? 
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Step 12 – Assessor Checks Proof 
Wait for Assessor’s office OK to proceed. 

Step 13 – Tax Update 
1. From Property Revenue 
◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ M – Preliminary Taxes Menu 
◊ A – Create Preliminary Taxes 

2. I you have left the the “Create Preliminary Taxes “ since the last step, you will need to do another validation 
3. Click on “Update” Button 
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4. On the update dialog, AR Category = Both 
5. Press  or “Enter “ 
6. Click “Yes” on the Confirmation dialog. 
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Step 14 – Preliminary Commitment Book - Proof 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C– Assessor Processing and Reports 
◊ M – Preliminary Taxes Menu 
◊ C – Preliminary Commitment Book 

2. Click “Define” 

3. Confirm or set the follow fields: 
◊ Tax Year:  Current Tax year . 
◊ AR category: 20 -Real Estate 
◊ Preliminary period – F-First Half 
◊ Included exempt properties: Selected 
◊ Printe property values: Selected 

◊ Print 61A/B credit: Not Selected 
◊ Owner information: 

R - Owner of Record 
◊ Include other owner: Not Selected 
◊ Final version with bill numbers: 

Not selected 
◊ Sequence by: N – Name 
◊ Summary totals by letter: selected 

4. Press  or Enter to complete. 
5. Click “Select “ 
6. Under File select Output 
7. Under Output type select File and enter a 

filename. 
8. Click OK 
9. Repeat steps 2 – 8, replace Repeat steps 2 – 8, 

substituting:  AR category: 25 – Personal Property 
10. Copy the spooled files from Munis to the bill run archive folder. 
11. Convert files to .PDF and place in city share 
12. Email Collector and Auditor to let them know the proof has been created and were it is. 
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Step 15 – Assessor Checks Proof 
Assessor’s Office checks proof – Need OK to continue. 
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Step 16 – Preliminary Commitment Book - Final 
NOTE:  The preliminary commitment book can be reversed, using the “Reverse” option, but Munis recommended 
contacting the to assist in reversal as, at this point in time, there may be issues with the reversal function they may 
have to assist us with. 

 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ M – Preliminary Taxes Menu 
◊ C – Preliminary Commitment Book 

2. Click “Define” 
3. Confirm or set the follow 

fields: 
◊ Tax Year:   

Current Tax year . 
◊ AR category:  

Real Estate 
◊ Preliminary period: 

First Half 
◊ Included exempt 

properties: Selected 
◊ Print property values: 

Selected 
◊ Include unposted 

credits:  
Not Selected 

◊ Print 61A/B credit:  
Not Selected 

◊ Owner information: 
Owner of Record 

◊ Include other owner: 
Not Selected 

◊ Final version with bill 
numbers: 
Selected 

◊ Sequence by: Name 
◊ Selected from: ___ to 

(25 “z”) 
◊ Summary totals by 

letter:  
not selected 

4. Press  or “Enter” to 
complete. 

5. Click “Select “ 
6. Under File select Output 
7. Under Output type 

select “File” and enter a 
filename. 

8. Click OK 

 
9. Repeat steps 2 – 8, replace AR category: 25 – Personal Property 
10. Copy the spooled files from Munis to the bill run archive folder. 
11. Convert files to .PDF and place in city share 
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Step 17 – Generate A/R 
IMPORTANT NOTE: Auditor’s Office will need setup the journals before this should be run – Munis will not warn 
about missing journals before the process is run. 
 
If pre payments haven’t been posted, the “Generate AR” function can be reversed using the “Reverse” button  
 

1. From Property Revenue 
◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 
◊ C – Assessor Processing and 

Reports 
◊ M – Preliminary Taxes Menu 
◊ D – Generate A/R 

2. Click “Define” 
3. Confirm or set the follow fields: 

◊ Tax Year: 
 “Current assessment year”  

◊ AR category:  
Both 

◊ GL Year/Period:  
“Specify year/period” =  
Billing FY, 1 

◊ Effective date:  
“Specify Date” =  issue date 

4. Press  or Enter to complete. 
5. Click “Generate” 

6. When Output dialog appears, enter file name  
7. When “Generate AR” dialog 

appears, “Yes, Generate AR” 
8. Copy the spooled file from 

Munis to the bill run archive 
folder. 

9. Convert file to PDF and email to 
Auditor’s, Assessor’s, & 
Collectors Offices. Also let them 
know the Q1 final commitment 
books are in the city share. 

10. Print final commitment book 
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Step 18 – Post Pre Payments 
Collector’s office posts pre payments. 

Step 19 – Assessor and Collector Check Billing Data – HOLD POINT 
Assessor and Collector take a look at billing data to see if all changes are correct and as they expected. 
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Step 20 – Generate Mag Media 
IMPORTANT NOTE: Munis has changed the way it outputs the bills.  In previous years we ran the bill as “First 
Quarter” “1st Installment”, but now, in order to see the second quarter information on the bills, we need run the 
bills as  “Second Quarter” “1st installment with the “Accumulate Prior installment into scan line” selected. 
 

1. From Property Revenue 
◊ F – Property Tax Billing 
◊ A – North East 
◊ C – Massachusetts 

◊ C – Assessor Processing and Reports 
◊ M – Preliminary Taxes Menu 
◊ F – Preliminary Bill Print 

2. Click “Define” 

3. Confirm or set the follow fields: 
◊ Tax Year: Current Fiscal Year 
◊ AR category: 20 - Real Estate 
◊ Bill Period: Second Quarter bill 
◊ Output format: E – Export 
◊ Bill Form: {Blank} 
◊ First American export: Not Selected 
◊ File name:  {Blank} 
◊ Report installment: 1st installment 
◊ Scan Format: 1 – MUNIS STANDARD 
◊ Accumulate prior installments into scan line: 

Selected 
◊ Calc due now and interest to date:  {Date from 

Collector} 

◊ Omit exempt properties with zero balance: Not 
selected 

◊ Include delinquencies: Not Selected 
i. Delinquencie Date: Service Company: {Blank} 

◊ Bill amount range: .01 to 99,999,999.99 
◊ Sequence by: Zip Code 
◊ Zip code range:   {blank} to zzzzzzzzzz 
◊ Bill Name:   {blank} to zzzzzzzzzzzzzzzzzzzz 
◊ Bill Number: 1 to 99999999 
◊ Service Company:Include all Service Companies 

i. Service Company: {Blank}   to: zzzz 

4. Press  or Enter to complete. 
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5. Click “Select”.  
6. Click the  icon to spool the file. 
7. Note the totals and file name that’s displayed when the process completes. 
8. Repeat steps 2 – 6, substituting 25 – Personal Property in the AR category field during step 3 

 
  

Step 21 – Prep Mag Media Files 
1. Transfer Mag media files from Munis to bill run archive folder. 
2. Be sure the files are named clearly 
3. Create total sheets using the \\Techcenter$\John_DB’s\RE-PP Export Tester v1.8.1 XP.mdb . Print sheets as 

.PDF files. 
4. Create A zip file containing both the RE and PP files.  Change the extension from .zip to .piz 
5. Send a copy to PKS 
6. Email Collector the total sheets and confirm that the data file has been sent to PKS 
 

Step 22 – Generate Mag Media 
The collector will request that a number of CD be create for distribution to outside parties 
 

Step 23 – Generate Mag Media 
The Collector will request that the Q1 data files be email to outside parties. Use the same file that was sent to PKS.  
 
The request for transmission of these files has to come from the Collectors office.  Any direct requests from outside 
sources should be refused and the sender should be directed to make data request to the Collectors office.    
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Second Quarter Tax Billing Check List 
Step Date Done Description Responsible 

1   Real Estate & PP Information from Collectors Collector 
2   Tax Parameter Maintenance – Updated 

Computer Center 
3   Tax Year Parameter Maintenance 

4 
  Check Changes – HOLD POINT 

Need ok to continue. Collector 

5                                                              Create VISION2 export file Assessor 

6 
  Import VISION2 file – RE & PP 

(current Updated)                                                                                                                                                                                                         

Computer Center 

7 
  Tax Bill General Maintenance  

Run Owner Update1 
8   Create Mag Media File 

9 

  Retrieve Mag Media File From Server (FTP) 
• Create bid/90 warning version of the file for 

PKS 
• Create Zip File 

10   Create RE & PP CD’s 

11 
  Email Zip Version as requested from the Collectors 

office – Refer outside requests to the Collectors 
Office 
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Please note:  
• As Munis evolves, the letter designations of menu option may change, please reference the full function 

names. 
• Make no assumptions about values. If there is any uncertainty contact the Assessor and Collector. 
• The included Screen shots are provided as general references and they should not be as example values 

and setting.  For proper values and setting, please refer to the written instructions or should options change 
contact Munis for details. 

• Should new options appear in menu functions, first contact Assessor and Collector, ask them if they know 
what it is and how they want it filled in, and if they are unsure call Munis to describe the new option and 
what the typical value should be for the second quarter run. 

• The Vision import is only a required option during the 1st and 3rd quarter bill runs, and is option during the 
2nd and 4th quarters. While it was decided to do these updates every quarter by default, it up to the Assessor 
and Collector as to whether they wish actually run them.  The additional Vision imports were added 
because of issues with the Assessor’s office manually updating parcel address information in three 
separate locations: Vision, Munis Current, and Munis Tax.   There were misunderstandings about what 
changes applied to what areas and when they apply : 

o Changes to Munis bills do not automatically change the address in the Munis parcel master,  
o Changes to the Munis parcel master do not automatically reflect on the bill until they’re applied 

(which used to be only the 1st and 3rd quarters),  
o Address changes to the Munis parcel master are overwritten by the Vision Import 
o Changes to the address in the tax bill file are overwritten by the owner update process during the 

bill run (originally 1st and 3rd quarters) 
• The data CD are burn onto a finalized CD. Please note: 

o The CD should be a CD-R type disk 
o The format of the CD should be Juliet and/or Level 2 ISO 9660 
o The write method should be: Disk at Once (DAO) Closed 

• The Second Quarter data file that is emailed to outside requestors is the same file we send to PKS. 
• Basically, the MASS law on delinquency notification is: If there is any outstanding amounts which could be 

subject to a lien, and which is 90 days or more old, a notice of that there is an outstanding amount must be 
appear on the bill. 

• We do not forward file layout information to outside requesters other than PKS.  If asked, as we don’t keep, 
support, or update the layout documents, refer them to Munis for further information. 

• Please be aware that the data file we send to PKS is different in the first half of the year, as in the second 
additional BID and total information is appended to file.  We do not send this file to outside requestors as it 
is physically different. 

• All output should be spooled and save to the bill run archive. 
• “Bill Run Archive” refers to a folder that’s used to contain all the data and reports from a bill run. Typically 

this folder resides in the computer center “Transfer” network share under \repp\fyxxxx\Q1, where xx is the 
fiscal year of the bill run. 

• There is no set rule for file names, though it is recommended to indicate a much of the FY, Quarter, and 
function information as possible.  Naming should also be a consistent across the run as circumstance 
allows. 

• Calc Interest to Date  is used to calculate the amount of interest, including past bills, to show on bill.  The 
current bill will include interest from the “First Late Date” forward.  If the “Calc Interest to” date is the same 
as the “First Late Date” one day of interest will included on the current bill. 

•  
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Spooled Munis output can be auto formatted to fit correctly on an 8.5” x 11” page in MS Word with the following 
macro: 
Sub MunisWide() 
' 
' MunisWide Macro 
' 
' 
    WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _ 
        BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _ 
        TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _ 
        36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _ 
        , PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _ 
        FolioPrint:=0, ReverseFolio:=0, FolioPages:=1 
    Selection.WholeStory 
    Selection.Font.Size = 8 
    WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _ 
        BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _ 
        "", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=0, ReverseFolio:=0, _ 
        FolioPages:=1 
End Sub
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Step 1 – Preparation  
1. Get bill dates from collector 

◊ Bill Comment; _____________ DUE _____________ 
◊ Print Date: Typically  October __,  ________{Current Calendar Year} 
◊ First Due Date (Typically same as Issue) 
◊ First Late Date:  Typically November __, ________ {Current Calendar Year] 
◊ Calc Interest To Date:  _________________________.  Get date the date that the Collector wishes to use. 

Typically this is one day before the First Late Date.   
2. Confirm if Assessor/Collector want to do and import for this quarter (optional) 
3. Confirm if Collector want include delinquencies on this billing  

Step 2 – Tax Parameter Maintenance 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ A – Parameter F/M 

2. Click on the Update icon. 
3. On General Tab: 

◊ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information 
from Collector” form.  

4. Print Screen 
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5. On the Bill Tab Make sure: 

◊ Minimum bill amount = .01 
◊ Bill comment 1 =  “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as 

defined on the “Real Estate & PP Information from Collectors” form. 
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6. On the Collection Tab:  

◊ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector” 
form. 

 

7. Click on  to finish 
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Step 3 – Tax Year Parameter Maintenance 
1. Process Notes: 

 
Example Dates 
Issue date 07/01/02 due date 08/01/02 
Issue date 10/01/02 due date 11/04/02 
Issue date 12/31/02 due date 02/03/03 
Issue date 04/01/03 due date 05/01/03 
 
Print Date and Date First Due are the same 
 

2. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ B – Tax Year Parameter F/M  

3. Click the  Search Icon 
◊ Enter the current Fiscal 

year in the Year Field 

◊ Click on  to finish 
4. Two records should have 

been selected, AR category 
20 & 25 

5. Select the AR 20 Record,  
6. On the General Parameters 

tab, Set or confirm that: 
◊ Year = fiscal year 
◊ AR category = 25 
◊ Cycle/Comm = 0 
◊ Tax year =  

07/01/xxxx to 
06/30/xxxx  
(where xxxx = fiscal 
year) 

◊ Installment method =  
2 – Preliminary/Actual  

◊ Tax calendar status = 
1 – Preliminary First Half 

◊ Prelim calc method = 
2 – Assesment * Rate 

◊ Include exempt = 
selected 

◊ Special assmt instmst 
= not selected 

◊ Valuation factor = 1000 
◊ Valuation percent = 

100.00 
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7. On the Installments tab, set or confirm that: 

◊ Dates match those 
provided by Collector 

◊ Number of installments 
= 4 

◊ Minimum amount for 
installment = 1 

◊ Normal int routine = 02 
Rate 1 = 14.00 

◊ Delinq Int routine = 02 
Rate = 14 

◊ Tax Rates for: 
City = 0.00 
School = 0.00 
County = 0.00 
Utility = 0.00 
Other = 0.00 

◊ Sales adv charge = 
blank 

◊ Redemp adv chg = 
blank 

 
8. If you need to change any of the fields: 

◊ Click on the Update icon  
◊ Make the required changes 

◊ Click on  to finish 
9. Select the AR category 25 and repeat steps 6 though 8 
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Step 4 – Check Changes – HOLD POINT 
Collector’s office confirms that all the parameters are set correctly. 
 

Step 5 – Create Vision Export File 
THIS AN OPTIONAL SET, THE ASSESSOR AND TREASURER WILL DETERMINE IF 
IT IS NECESSARY.  IF NOT DOING IMPORT THIS QUARTER SKIP TO STEP 8 
 
Ask Collector/Assessor if they want to import update for the Q2 bill run. 
 
The Assessor’s Office creates two export files, one for real estate and another for personal property and they send 
it to the computer center.  It may also be sent on a CD or placed in the city share folder. 
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Step 6 – Import Vision2 files 
If not doing a second quarter import, skip to step 8 
 

1. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing and Reports 
◊ A – Import RE Cama to Munis 

2. Click Define 
3. Set or confirm the following: 

◊ Assessing system:  
  VISIN2-VISION CAMA Y2K 

◊ Formatting Option: 
  WE-WESTFIELD 

◊ Input File: 
use the magnifying glass 
to select the file  

◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code: 

  CITY-CITY OF WESTFIELD 
◊ Residential charge: REAL-R 
◊ Open Charge: REAL-R 
◊ Commercial charge: REAL-C 
◊ Industrial charge: REAL-C 
◊ Update: Current 
◊ Move current values:  

Not Checked 
◊ Move current owner names: 

Checked 
◊ Make parcels inactive: Checked 

4. Press  or Enter to complete. 
5. Click Process to import the data. 
6. When the import is complete a 

dialog showing the number of parcels records process should appear. 
When it does: 
◊ Note the number of parcels processed 
◊ Click the OK button to continue 

 
7. When the print Dialog appears:  

◊ Select File 
◊ Set File name to REFYxxQ2IMP, 

where xx = fiscal year 
◊ Click the OK button to spool the 

file. 
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8. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing and Reports 
◊ B – Import PP Cama to Munis 

9. Click Define 
10. Set or confirm the following: 

◊ Assessing system:  
  VISIN2-VISIN PP 

◊ Formatting Option: 
  WE-WESTFIELD MA 

◊ Input File: 
If on the server, enter the path 
and file name, such as 
“/u2/live/temp/VP2008Q2.DAT”, 
or use the magnifying glass to 
select the file.  

◊ Multi Jurisdiction: Not 
Checked 

◊ Jurisdiction code: 
  CITY-CITY OF WESTFIELD 

◊ Make parcels inactive: 
Checked 

11. Press  or Enter to complete. 
12. Click Process to import the data. 
13. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does: Note the number of records and click the OK button to 
continue 

 
14. When the print Dialog appears: 

◊ Select File 
◊ Set File name to PPFYxxQ2IMP, 

where xx = fiscal year 
15. Click the OK button to spool the file. 
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Step 7 Update Owner 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ E – Collection processing 
◊ C – Bill General Maintenance    

2. Click “Owner Update” 
3. Click Define  

4. Confirm or set the follow fields: 
◊ Tax year range: Current Fiscal Year to Current Fiscal Year 
◊ AR category: Both 
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◊ Bill type: Blank 

5. Press  or Enter to complete. 
6. Click Select 
7. Click Process 

8. When Print dialog appears Select File and  set file name to 
OWNUPFYxxQ2, where xx = current fiscal year 

9. When “PROCESS update” dialog appears, click “Yes” 
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Step 8 – Generate Mag Media 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ M – Preliminary Taxes Menu 
◊ F – Preliminary Bill Print 

2. Click Define 
3. Confirm or set the follow fields:  

◊ Tax Year:  
Current Fiscal Year 

◊ AR category:  
20 - Real Estate 

◊ Bill Period:  
Second quarter bill 

◊ Output format: Export 
file 

◊ First American export: 
Not Selected 

◊ Report installment:  
2nd installment 

◊ Scan format:  
1 – MUNIS STANDARD 

◊ Calc due now and 
interest to date:  
From Collector (Typically 
Day before First ate 
Date) 

◊ Omit exempt 
properties with zero 
balance:  
Not Selected 

◊ Include delinquencies: 
Not Selected 

◊ Bill amount range:  
.01 to 99,999,999.99 

◊ Sequence by: Zip Code 
◊ Zip code range:   {blank} to zzzzzzzzzz 
◊ Service Company:  Include all Service Companies 

4. Press  or Enter to complete. 
5. Click SELECT.   
6. Click the  icon to spool the file. 
7. Note the totals and file name that’s displayed when the process completes. 
8. Repeat steps 2 – 6, substituting 25 – Personal Property in the AR category field during step 3 
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MUNIS Third Quarter 
Real Estate & 

Personal Property 
(FY2011)
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NOTES:  The drive letters of the transfer and city share drive are arbitrary and may differ between 
PC’s. 

 
Because of restriction on email attachment, if the file in zip format the extension is likely to have been 

changed to something else, such as .PIZ, .ZZIP, or the sender initials.  To use these file, save them and 
change the extension back to .ZIP.  You may the extract the files from the as you would normally. 

 
There is no particular naming requirement for the real estate and personal property files, but there be a 

need to rename the files, The new name should be as consistent and descriptive as possible.  It is 
recommended that a format such as WRxxxxQ3.DAT for the real estate file, WPxxxxQ3.DAT for the 
personal Property file, where xxxx is exchanged for the fiscal year you are working on, be used. For 

example, the Vision Import files for Fiscal Year 2008 would be VR2008Q3.DAT and VP2008Q2.DAT.  
The format nmay be whatever is most convenient, but should always include what it is, such as “V” for the 
vision import or “W” (as ins Westfield) for the magnetic media file, what Fiscal Year it is, such as “FY2008” 

or just “2008”, and the quarter it’s associated with, such as “Q3” in this case. 
 

As with the filename, there is no requirement where the files should be saved,  but they should be in a 
place that is easily located and accessed to everyone involved on the computer center portion of the bill 

run.  Typically this is either in the Computer Center share or the Transfer folder. 
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Third Quarter Tax Billing Check List 
Step Date Done Description Responsible 

1   Real Estate & PP Information from Collectors Collector 
2   Tax Parameter Maintenance – Updated Computer Center 
3   Tax Year Parameter Maintenance – Updated Computer Center 

4   Check Data on Screen Dumps 
Need ok to continue. Collector 

5   Tax Charge Codes Setup/Updated Collector 
6   Exception/Discount Codes Setup/Updated Assessor 
7   Set Status in Actual Tax Menu Computer Center 
8                                                              Create VISION2 export file Assessor 

9   Import VISION2 file – RE & PP 
(current Updated)                                                                                                                                                                                                         Computer Center 

10   Print & verify LA-4 
Need ok to continue. Assessor 

11   Import VISION2 file – RE & PP 
(Tax Updated)                                                                                                                                                                                                         Computer Center 

NOTE: BID Charges May now be enter 

12   Parcel F/M & PP F/M 
Need ok to continue. Assessor 

13   Preliminary/Actual Inconsistencies 
Need ok to continue. Assessor 

14   Change Status in Actual Tax Menu  
(to “Preliminary Bill” Status”) Computer Center 

15   Utility Lien Process ? 

16   Change Status in Actual Tax Menu 
(to “Actual Bill” Status) Computer Center 

17   Run lienint.sql script to add the 10% committed 
interest to the liens Computer Center 

18   Enter G&E Liens Assessor (Pat) 

19   Confirm BID charges have been entered 
Need ok to continue Assessors (Lisa M) 

20   Apply Special Assessments 
Need ok to continue Assessor (Patsy) 

Stop here if tax rates have not been approved by the state 
21   Tax Calculation Computer Center 

22   Assessor checks file 
Need ok to continue Assessor 

23   CPA 
Need ok to continue Assessor 

24   Preliminary Commitment Book - Proof 
Spooled and printed to Auditor Computer Center 

25   Assessor checks proof 
Need ok to continue Assessor 

WARNING – BEYOND IS THE POINT OF NO RETURN 

26   Preliminary Commitment Book – Final 
Spooled and printed to Auditor Computer Center 

27   Generate A/R Computer Center 

28   Payment Redistribution  
(report sent to Auditor) Computer Center 

29   Tax Bill General Maintenance  
Run Owner Update1 Computer Center 

30   Assessor and Collector check billing data 
Need ok to continue Assessor/Collector 

31   Create Mag Media File Computer Center 
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Step Date Done Description Responsible 

32 

  Retrieve Mag Media File From Server (FTP) 
• Create bid/90 warning version of the file for 

PKS 
• Create Zip File 

Computer Center 

33   Create RE & PP CD’s Computer Center 

34 
  Email Zip Version as requested from the Collectors 

office – Refer outside requests to the Collectors 
Office 

Computer Center 

 
1This may be a redundant step.  In the past there have problems with the Assessor office doing a manually parallel 
update of customer information between vision and the tax data.  The general recommendation has been make to 
customer information changes only in vision and to update them during the RE/PP Bill runs. In current 
documentation of the initial vision import, the option to update the customer information in tax is not applied when 
and where it logically seems it  should be, which during the initial import.   Further conversation with Munis support 
will determine what the proper sequence, for what we want to do, is. 
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Step 1 – Preparation  
1. Send “Real Estate & PP Information from Collectors” 
 

Step 2 – Tax Parameter Maintenance 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ A – Parameter F/M 

2. Click on the Update icon. 

3. On General Tab: 
◊ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information 

from Collector” form. 
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4. On the Bill Tab Make sure 
◊ Minimum bill amount = .01 
◊ Bill comment 1 =  “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as 

defined on the “Real Estate & PP Information from Collectors” form. 
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5. On the Collection Tab:  
◊ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector” 

form. 
6. Click on  to finish 
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Step 3 – Tax Year Parameter Maintenance 
1. Process Notes: 

 
Example Dates 
Issue date 07/01/02 due date 08/01/02 
Issue date 10/01/02 due date 11/04/02 
Issue date 12/31/02 due date 02/03/03 
Issue date 04/01/03 due date 05/01/03 
 
Print Date and Date First Due are the same 

 
2. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ B – Parameter F/M  

3. Click on the binoculars  search 
tool, enter the Tax Year (see 
collectors form) and then  or 
press enter. Two records should be 
found, on for Real Estate and 
another for Personal Property. 

4. On the AR Category 20 Record 
(Real Estate) General Parameters 
Tab: 
◊ Set Tax calendar status to 3 
◊ Select Special assmt Instmts  

 

4/17/2012 F-8   Page 8 of 29



5. On the AR Category 20 Record 
(Real Estate) Installments Tab: 
◊ Check dates from collectors 

form.  

4/17/2012 F-8   Page 9 of 29



6. On the AR Category 25 Record 
(Personal Property): 
◊ Set Tax calendar status 

to 3 
◊ Deselect Special assmt 
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7. On the AR Category 25 Record 
(Personal Property) Installments 
Tab: 
◊ Check dates from collectors 

form. 

 

4/17/2012 F-8   Page 11 of 29



 

Step 4 – Check Changes – HOLD POINT 
The Collectors office confirms that all the parameters are set correctly. 
 

Step 5 – Tax Charge Codes – HOLD POINT 
The Collector set the tax charge codes. 
 

Step 6 – Exception/Discount Codes Setup/Updated 
The Assessor’s Office creates and/or updates exception and discount codes 

Step 7 – Set Status in Actual Tax Menu 
NOTE:  Make sure Steps 5 and 6 are completed before this step.  It cannot be changed. 

It is ok to continue with dummy rate set.   
OK to proceed with dummy rates. 
 

1. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessing Processing & Reports 
◊ N – Actual Tax Menu 
◊ A – Set Status 

2. Click Define and set or confirm the following: 
◊ Tax Year : Fiscal Year 
◊ AR category: Both 

3. Click the Activate Button 
 
 

 

Step 8 – Create Vision Export File 
The Assessor’s Office creates two export files, one for real estate and another for personal property and they send 
it to the computer center.  It may also be sent on a CD or placed in the city share folder. 
 

Step 9 – Import Vision2 files 
 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ A – Import RE Cama to Munis 

2. Click Define 
3. Set or confirm the following: 
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◊ Assessing system: VISIN2-VISION CAMA Y2K 
◊ Formatting Option: WE-WESTFIELD 
◊ Input File: Click the magnifying glass to select the file on drive it’s on, and it will automatically 

transfer to Munis and put the correct path in the field. 
◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code:  CITY-CITY OF WESTFIELD 
◊ Multi Rate: Checked 
◊ Residential charge: REAL-R 
◊ Open Charge: REAL-R 
◊ Commercial charge: REAL-C 
◊ Industrial charge: REAL-C 
◊ Update: Current 
◊ Move current values: Checked 
◊ Move current owner names: Checked 
◊ Make parcels inactive: Checked 

4. Press  or Enter to complete. 
5. Click Process to import the data. 

◊ When the import is complete a dialog showing the number of parcels records process should appear. When 
it does, note number of parcels, and click the OK button to continue 

6. When the print Dialog appears: 
◊ Under Output type select File and enter a filename: 
◊ It is suggested that you use a file name in the format reimyyyy.q3 where yyyy = the fiscal year  
◊ Click OK 
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7. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ B – Import PP Cama to Munis 

8. Click Define 
9. Set or confirm the following: 

◊ Assessing system:  
  VISIN2-VISIN PP 

◊ Formatting Option: 
  WE-WESTFIELD MA 

◊ Input File: 
Select the magnifying glass to select 
the file on drive it’s on, and it will 
automatically transfer to Munis and put the 
correct path in the field. 

◊ Use multi Jurisdiction: Not Checked 
◊ Jurisdiction code: 

  CITY-CITY OF WESTFIELD 
◊ Make parcels inactive: Checked 

10. Press  or Enter to complete. 
11. Click Process to import the data. 
12. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does: 
◊ Note number of parcels 
◊ Click the OK button to continue 

13. When the print dialog appears: 
◊ Under Output type select File and enter a filename: 
◊ It is suggested that you use a file name in the format reimyyyy.q3 where yyyy = the fiscal year  
◊ Click OK 

14. Contact Assessor’s Office 
◊ Confirm that it ok to print to the assr2_pm printer 
◊ From Spool FM, select file created in previous step, select printer, and print. 

15. NEW OPTION: Transfer spooled files to holding directory on “Transfer”, format and convert to PDF, email out 

Step 10 – Print & Verify LA-4 – HOLD POINT 
The Assessor’s office prints and verifies LA-4.  Wait for their OK to proceed. 

Step 11 – Import Vision2 files – Tax Update 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ A – Import RE Cama to Munis 

2. Click Define 
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3. Set or confirm the following: 
◊ Assessing system:  

  VISIN2-VISION CAMA Y2K 
◊ Formatting Option:  WE-WESTFIELD 
◊ Input File:Click the magnifying glass to select the file on drive it’s on, and it will 

automatically transfer to Munis and put the correct path in the field. 
◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code:  CITY-CITY OF WESTFIELD 
◊ Multi Rate: Checked 
◊ Residential charge: REAL-R 
◊ Open Charge: REAL-R 
◊ Commercial charge: REAL-C 
◊ Industrial charge: REAL-C 
◊ Update: Tax Year 
◊ Move current values: Checked 
◊ Move current owner names: Not Checked 
◊ Make parcels inactive: Checked 

4. Press  or Enter to complete. 
5. Click Process to import the data. 
6. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does, note the number of parcels and Click the OK button to continue 
7. When the print Dialog appears: 

◊ Under Output type select File and enter a filename: 
◊ It is suggested that you use a file name in the format tximyyyy.q3 where yyyy = the fiscal year  
◊ Click OK 

8. Contact Assessor’s Office and confirm that it ok to print to the assr2_pm printer 
◊ Set the printer to assr2_pm 
◊ Click the OK button print the file. 
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Step 12 – Parcel F/M & PP F/M – HOLD POINT 
Wait for Assessor’s office OK to proceed. 

Step 13 Preliminary/Actual Inconsistencies – HOLD POINT 
Wait for Assessor’s office OK to proceed. 

Step 14 – Change Status in Actual Tax Menu 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary 

Program 
◊ B – Tax Year Parameter F/M  

2. Click on the binoculars  search 
tool, enter the Tax Year (see 
collectors form) and then  or 
press enter. Two records should be 
found, on for Real Estate and 
another for Personal Property. 

3. On the AR Category 20 Record 
(Real Estate) General Parameters 
Tab: 
◊ Set Tax calendar status to  

2 – Preliminary Third Quarter 
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On the AR Category 25 Record (Personal 
Property): 

◊ Set Tax calendar status to  
2 – Preliminary Third Quarter 

 

 

Step 15 Utility Lien Processed – HOLD POINT 
Wait for Utility liens to be processed -  
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Step 16 – Change Status in Actual Tax Menu 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ B – Tax Year Parameter F/M  

2. Click on the binoculars  search tool, enter the Tax Year (see collectors form) and then  or press enter. 
Two records should be found, on for Real Estate and another for Personal Property. 

3. On the AR Category 20 
Record (Real Estate) General 
Parameters Tab: 
◊ Set Tax calendar status 

to 3 - Actual  

4/17/2012 F-8   Page 18 of 29



4. On the AR Category 25 Record (Personal Property): 
◊ Set Tax calendar 

status to 3 - Actual 
 

4/17/2012 F-8   Page 19 of 29



Step 17 – Run lienint.sql script to add the 10% committed interest to the liens  
1. Log into graphical interface (CTRL/ALT/F2) 
2. Double click the edit icon 
3. from the file menu,  select o[en 
4. Scroll down the directories window and double click on temp or //temp 
5. Double click on //temp/tax 
6. Scroll down the files window and double click on lienint.sql 
7. Using the mouse/arrow keys, edit the tax year 
8. From the File menu, select Exit – Click Save when prompted 
9. Exit the graphical interface 
10. Go to the character interface (CTRL/ALT/F5) and log in a root. 
11. Type: . genmunis (dot space genmunis)  or if in training: . gentrain 

◊ you will get  the message “can not connect to GUI.  It is ok to continue. 
12. type env and pres Enter to check the environment  

◊ Make sure IMPORT is IMPORT =/ut/live/limport or IMPORT =/u3/train/import 
13. Type cd /temp/tax (there is a space after “cd”) and press Enter to change to the correct directory 
14. Type dbaccess and press Enter 
15. Press enter of Query_language  
16. Press Enter ofr Select Database (munis@munis) 
17. Type C or c to choose script – You do not have to press Enter 
18. Using arrow keys, highlight lientint and press enter 
19. make sure txsa_yr =2006 shows the you just put in (current tax year) 
20. Type R or r to run at the SQL: prompt – You do not have to press Enter  - This will unload the database table 
21. Type E ore to exit until you get back to the # prompt – You do not have to press Enter 
22. Type exit to log out 
23. Go back to graphical interface 
 

 Step 18 – Enter G&E liens 
Assessor’s Office to enter the G&E liens – Pat 
 

Step 19 – Confirm BID charges have been entered 
Assessor’s Office to confirm that entry of the BID charges is completed – Lisa M 
 

Step 20 – Apply special assesments 
Assessor’s Office to apply special assessments – Patsy 
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Step 21 – Tax Calculation 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Taxes Menu 
◊ H – Tax Calculations 

2. Press Define 
3. Set or confirm the following 

◊ Property type = B – Both 
◊ Process = T – Tax 
◊ Adjustment reversal  batch 

= ADRB 
◊ Abatement reversal batch 

= ABRB 
4. Press  or Enter to complete. 
5. Click Process 
6. In the Output dialog set printer 

name to bulk_pm and click OK 
7. Note: Will show numbers of 

records in “properties to 
calculate” and flash number in 
properties calculated.  Report 
should show no errors. 

8. If the “Adjustment reversal 
records have been created..” 
dialog appears, click Yes.  

NOTE: If this dialog appears, once the “Tax 
Calculation” step is competed you will need to run it 
a second time.    

9. On Tax Detail Maintenance, Click the Output Post 
Button  

10. On the Tax Bill Detail 
Maintenance – Post 
dialog, set or confirm 
the following: 
◊ Print sequence: 

Name/Reference 
◊ Use posting date 

as GL Effective 
Date: Checked 

11. Press  or Enter to 
complete 

Note: Batch Name must be Unique 
If preliminary bill have been abated, Munis 
automatically reverses them and you will need to 
run this step a second time. 
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12. When the print dialog appears: 

◊ Under Output type 
select File and enter a 
filename: 

◊ It is suggested that you 
use a file name in the 
format taxcyyyy.q3 
where yyyy = the fiscal 
year  

◊ Click OK 

 
 

 
13. Click Yes Button on “No errors detected. 

Post these adjustments?” dialog. 
14. Click OK on “Post Complete” dialog. 
 
 

 
 

Step 22 – Assessor Check File 
Assessor’s Office to confirms contents of tax file 

Step 23 – CPA 
Assessor’s Office to apply cpa 
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Step 24 – Preliminary Commitment Book - Proof 
You will need to run this process twice. Once for real estate and a second time for personal property 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ J – Commitment Book 

2. Click Define 
3. Confirm or set the follow fields: 
◊  Tax Year:  Current Tax year . 
◊ AR category:  

First pass: 20 -Real Estate 
Second pass 25 –Personal Property  

◊ Final version with bill numbers: 
 Not Selected 

◊ Exempt Properties: I – Include 
◊ Included unposted credits: not selected 
◊ Include 61 A/B Credits: not selected 
◊ Prelim Overbill Detail Report: E – Exclude 
◊ Owner information: R - Owner of Record 
◊ Include other owner: not selected 
◊ Sequence by: N – Name 
◊ Selected from: ___ to (25 “z”) 
◊ Summary totals by letter: not selected 
◊ Comments: blank 
◊ Batch: blank 

◊ Reason Code: blank 
4. Press  or Enter to complete. 
5. Click Select  
6. Under File select Output 

7. Under Output type select File and enter a filename: 
◊ It is suggested that you use a file name in the format repcmyyyy.q3 for the real estate proof, or 

ppcmyyyy.q3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY 
2010 would be repcm2010.q3 or pppcm2010.q3 

8. Click OK 
 
Remember that this step needs to be done twice.  Once for real estate and a second time for personal property 
 
After you have completed to passes of this step: 
1. From Dept select Spool F/M 
2. Find the two spooled files that were created in the previous steps and print the first 50 and then the last 2 of 

each.  Call the Assessor’s office 6204 (Patsy) and get their ok before printing to their printer (assr2_pm) 
3. Copy the files from the /u2/live/spool folder the appropriate holding folder on the “Transfer” drive 

 

Step 25 – Assessor Checks Proof 
Assessor’s Office checks proof – Need OK to continue. 
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Step 26 – Final Commitment Book 
You will need to run this process twice. Once for real estate and a second time for personal property 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ J – Commitment Book 

2. Click Define 
3. Confirm or set the follow fields: 

◊ Tax Year:  
Current Tax year . 

◊ AR category:  
First pass: 20 -Real Estate 
Second pass: 25 –Personal Property 

◊ Exempt Properties:  
I – Include 

◊ Final version with bill numbers - 
Selected 

◊ Included unposted credits: not selected 
◊ Include 61 A/B Credits: not selected 
◊ Prelim Overbill Detail Report: E – 

Exclude 
◊ Owner information: 

R - Owner of Record 
◊ Include other owner: not selected 
◊ Sequence by: N – Name 
◊ Selected from: 

___ to (25 “z”) 
◊ Summary totals by letter: selected 
◊ Comments: blank 
◊ Batch: Enter  unique batch name 

◊ Reason Code: “ADJPRE-ADJUST PRELIMINARY” 
4. Press  or Enter to complete. 
5. Click Select  
6. Under File select Output 
7. Under Output type select File and enter a filename: 

◊ It is suggested that you use a file name in the format 
repcmyyyy.q3 for the real estate proof, or ppcmyyyy.q3 for 
the personal property proof, where yyyy = the fiscal year, so 
for example the name for FY 2010 would be refcm2010.q3 

or ppfcm2010.q3 
8. On “Do you want to post the 

records dialog”, Click Yes 
9. On the Tax Bill Detail Maintenance 

dialog click the “Output-Post” 
Button. 

10. On the  “Post” dialog 
◊ Set Print sequence to 

“Name/Reference” 
◊ Select “Use posting date the GL 

effective date” 
◊ Press  or Enter to complete 

11. On the Output dialog, Under Output 
type select File and enter a filename: 

Note: Procedure if errors are detected need to be 
added… next run? 
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◊ It is suggested that you use a file name in the format rfcmpyyyy.q3 for the real estate proof, or 
pfcmpyyyy.q3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY 
2010 would be rfcmp2010.q3 or pfcmp2010.q3 

◊ Click OK 
12. On the “No errors detected.  Post these adjustments?” dialog 

click “Yes” 
13. On the “Posting is complete” dialong, click “OK” 
 
Remember that this step needs to be done twice.  Once for real 
estate and a second time for personal property 

 
After you have completed to passes of this step: 
1. Find the two spooled files that were created in the previous steps and copy files from the /u2/live/spool folder 

the appropriate 

Step 27 – Generate A/R 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ K – Generate A/R 

2. Click Define 
3. Confirm or set the follow fields: 

◊ Tax Year: Current FY 
◊ AR category: Both 
◊ Year/Period: FY, 06 

Effective date: issue date 
◊ Update current PP values: 

CHECKED (Per Jim Pettengill 
12/20/2007) 

4. Press  or Enter to complete. 
5. Click “Process” 

On the “Print Summary Report?” 
dialog click “No” 

6. On the “Generate Accounts 
Receivable?” dialog click “Yes” 

7. On the Output dialog, Under Output type select File 
and enter a filename: 

◊ It is suggested that you use a file name in the format rfcmpyyyy.q3 for the real estate proof, or 
pfcmpyyyy.q3 for the personal property proof, where yyyy = the fiscal year, so for example the name for FY 
2010 would be rfcmp2010.q3 or pfcmp2010.q3 

◊ Click OK 
8. Send on copy of the report to Auditors office 
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Step 28 – Payment Redistribution 
You will need to run this process twice. Once for real estate and a second time for personal property 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ L – Payment Redistribution 

2. Click Define 
3. Confirm or set the follow fields: 

◊ Year Period: Fiscal Year 
◊ Year: Fiscal Year 
◊ A/R cat: 20 
◊ Bill number: 0 to 99999999 

4. Press  or Enter to complete. 
5. Click “Select” 
6. If anything is selected 

◊ Click “Output-Proc”  

 
◊ At the “...Process this payment 

redistribution batch?” prompt, 
click “Yes”. 

◊ Print to assr2_PM (Call before 
sending) 

7. Click on “List Errors” (NOTE: NEED TO DETAIL ERROR 
PROCEDURES) 

8. Click Define (This is the second Pass for Personal Property) 
9. If a “Records have already been selected” prompt appears, Click “Yes” 
10. Confirm or set the follow fields: 

◊ Year Period: Fiscal Year 
◊ Year: Fiscal Year 
◊ A/R cat: 25 
◊ Bill number:  0 to 99999999 

11. Press  or Enter to complete. 
12. Click “Select” 
13. If anything is selected 

◊ Click “Output-Proc” 
◊ On the Output dialog, Under Output type select File and enter a filename: 
◊ It is suggested that you use a file name in the format repayyyy.q3, where yyyy = the fiscal year, so for 

example the name for FY 2010 would be repay2010.q3 
◊ Click OK 

14. Click on “List Errors”  
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Step 29 – Update Owner 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ E –Collection processing 
◊ C – Bill General Maintenance    

2. Click “Update Owner” 

3. On Owner Update Dialog Click Define  
4. Confirm or set the follow fields: 

◊ Tax year range: Fiscal Year 
to Fiscal Year 

◊ AR category: Both 
◊ Bill type: Blank 

5. Press  or Enter to complete. 
6. Click “Select” 
7. Click “Process” 
8. On the Output dialog, Under 

Output type select File and 
enter a filename: 

◊ It is suggested that you use a file name in the format ownupyyyy.q3, 
where yyyy = the fiscal year, so for example the name for FY 2010 
would be ownup2010.q3. 

◊ Click OK 
9. On the “… PROCESS update?” dialog, click “Yes” 
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Step 30 – Assessor and Collector Check Billing Data – HOLD POINT 
Assessor and Collector take a look at billing data to see if all changes are correct and as they expected. 
 
 

Step 31 – Generate Mag Media 
You will need to run this process twice. Once for real estate and a second time for personal property 

 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ M – Bill Print 

 
2. Click Define 

3. Confirm or set the follow fields: 
◊ Tax Year:  Fiscal Year 
◊ AR category: 20 – Real Estate  (fist pass)  25 – Personal Property (second pass) 
◊ Bill type: R – Regular 
◊ Output format: Export file 
◊ First American export: Not Checked 
◊ Report installment: 3rd Installment 
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◊ Scan format: 1 - Munis Standard 
◊ Calc due now and interest to date:  {Date from Collector} typically  First day of interest – 1 
◊ Print Due 1 Amount as zero if negative: Checked 
◊ Omit exempt properties with zero balance: Checked 
◊ Include delinquencies: Checked 
◊ UB delinquent date: {Date From Collector} 
◊ Bill amount: .01 to 9,999,999.99 
◊ Sequence by: Zip Code 
◊ Zip code range:   {blank} to zzzzz 
◊ Service Company: Include all 

4. Press  or Enter to complete. 
5. Click SELECT.   
6. Click the  Disk icon and Spool the file. 
7. Note the totals and file name that’s displayed when the process completes. 
8. Remember, this process is done twice.  Repeat steps 2 – 7, substituting “25 – Personal Property” in the AR 

category field during step 3 of the second pass. 
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Fourth Quarter Tax Billing Check List 
Step Date Done Description Responsible 

1   Real Estate & PP Information from Collectors Collector 
2   Tax Parameter Maintenance – Updated 

Computer Center 
3   Tax Year Parameter Maintenance 

4 
  Check Data on Screen Dumps 

Need ok to continue. Collector 

5                                                              Create VISION2 export file Assessor 

6 
  Import VISION2 file – RE & PP 

(current Updated)                                                                                                                                                                                                         

Computer Center 

7 
  Tax Bill General Maintenance  

Run Owner Update1 
8   Send Output Reports 
9   Create Mag Media File 

10 

  Retrieve Mag Media File From Server (FTP) 
• Create bid/90 warning version of the file for 

PKS 
• Create Zip File 

11   Create RE & PP CD’s 

12 
  Email Zip Version as requested from the Collectors 

office – Refer outside requests to the Collectors 
Office 

 
NOTES: 
 
All filename are merely suggestions and can be whatever fits the need at the time.   
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Step 1 – Preparation  
1. Get Real Estate & PP Information from Collectors 
 

Step 2 – Tax Parameter Maintenance 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – Northeast 
◊ C – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ A – Parameter Maintenance  

2. Click on the Update icon. 
3. On General Tab: 

◊ Check that the Current Assessment Year matches the tax year from the “Real Estate & PP Information 
from Collector” form.  
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4. On the Bill Tab Make sure 

◊ Minimum bill amount = .01 
◊ Bill comment 1 =  “ISSUED XXXX DUE YYYY” where XXXX is the used date and YYYY is the due data as 

defined on the “Real Estate & PP Information from Collectors” form. 
◊ CPA charge coe = CPA 
◊ Land Bank charge code = ? {Blank} ? 
◊ Residential charge code = REAL-R 
◊ Open space charge code = REAL-R 
◊ Commercial charge code = REAL-C 
◊ Industrial charge code = REAL-C 
◊ Apply CPA Residential exemption = CHECKED 
◊ Treat open space as residential = Checked 
◊ Deferred tax reason code = ? {Blank} ? 
◊ Preliminary tax calculation percentage = .00 
 

4/17/2012 F-9   Page 4 of 15



5. On the Collection Tab:  

◊ Current collection year = Current Assessment Year from “Real Estate & PP Information from Collector” 
form. 

◊ Apply credit balance to liability accounts = ?CHECKED? 
◊ Prorate partial payments = NO 
◊ Minimum refund amount = 1.00 
◊ Overpayment charge code = REAL-R  

6. Click on  to finish 
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Step 3 – Tax Year Parameter Maintenance 
1. Process Notes: 

 
Example Dates 
Issue date 07/01/02 due date 08/01/02 
Issue date 10/01/02 due date 11/04/02 
Issue date 12/31/02 due date 02/03/03 
Issue date 04/01/03 due date 05/01/03 
 
Print Date and Date First Due are the same 
 

2. From Property Revenue 
◊ F – Property Tax Billing 
◊ A – Northeast 
◊ C – Massachusetts 
◊ B – Assessor Auxiliary Program 
◊ B – Tax Year Parameter Maintenance 

3. Click on the binoculars  search 
tool, enter the Tax Year (see 

collectors form) and then  or 
press enter. Two records should be 
found, on for Real Estate and 
another for Personal Property. 

4. On the AR Category 20 Record 
(Real Estate) General Parameters 
Tab: 
◊ Installment method =  

2 – Preliminary/Actual 
◊ Tax calendar status = 

3 – Actual 
◊ Prelim calc method = 

2 – Assessment * Rate 
◊ Include Exempt = 
◊ Checked 
◊ Special assmt Instmts = 

Checked 
◊ Valuation factor =  

1000 
◊ Valuation percent = 100.00 
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5. On the AR Category 20 Record 
(Real Estate) Installments Tab: 
◊ Check dates from collectors 

form. 
 

4/17/2012 F-9   Page 7 of 15



6. On the AR Category 25 Record (Personal Property): 
◊ Installment method =  

2 – Preliminary/Actual 
◊ Tax calendar status = 

3 – Actual 
◊ Prelim calc method = 

2 – Assessment * Rate 
◊ Include Exempt = 
◊ Checked 
◊ Special assmt Instmts = 

NOT CHECKED 
◊ Valuation factor =  

1000 
◊ Valuation percent = 

100.00 

4/17/2012 F-9   Page 8 of 15



7. On the AR Category 25 Record 
(Personal Property) Installments Tab: 
◊ Check dates from collectors form. 
◊ Screen print 

8. Click on  to finish 

 

Step 4 – Check Changes – HOLD POINT 
1. Collector’s office confirms that all the parameters are set correctly. 
 

Step 5 – Create Vision Export File 
The Assessor’s Office creates two export files, one for real estate and another for personal property and they send 
it to the computer center.  It may also be sent on a CD or placed in the city share folder. 
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Step 6 – Import Vision2 files 
This is technically an optional s 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ A – Northeast 
◊ C – Massachusetts 
◊ C – Assessor Processing Reports 
◊ A – Import RE Cama to Munis 

2. Click Define 
3. Set or confirm the following: 

◊ Assessing system: VISIN2-VISION CAMA Y2K 
◊ Formatting Option: WE-WESTFIELD 
◊ Input File: Click the magnifying glass to select the file on drive it’s on, and it will automatically 

transfer to Munis and put the correct path in the field. 
◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code:  CITY-CITY OF WESTFIELD 
◊ Multi Rate: Checked 
◊ Residential charge: REAL-R 
◊ Open Charge: REAL-R 
◊ Commercial charge: REAL-C 
◊ Industrial charge: REAL-C 
◊ Update: Current 
◊ Move current values: Not Checked 
◊ Move current owner names: Checked 
◊ Make parcels inactive: Checked 

4. Press  or Enter to complete. 
5. Click Process to import the data. 
6. When the import is complete a dialog showing the number of parcels records process should appear. When it 

does, click the OK button to continue 
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7. When the print Dialog appears:  

◊ Select file 
◊ Set file Name to REFYxxQ4IMP, where xx = last two digits of fiscal year. 
◊ Click the OK button. 

8. From Property Revenue 
◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ B – Import PP Cama to Munis 

9. Click Define 
10. Set or confirm the following: 

◊ Assessing system:  
  VISIN2-VISIN PP 

◊ Formatting Option: 
  WE-WESTFIELD MA 

◊ Input File: 
Select the magnifying glass to select 
the file on drive it’s on, and it will 
automatically transfer to Munis and put the 
correct path in the field. 

◊ Multi Jurisdiction: Not Checked 
◊ Jurisdiction code: 

  CITY-CITY OF WESTFIELD 
◊ Make parcels inactive: Checked 

11. Press  or Enter to complete. 
12. Click Process to import the data. 
13. When the import is complete a dialog showing the 

number of parcels records process should appear. When it does: 
◊ Click the OK button to continue 

14. When the print Dialog appears: 
◊ Select file 
◊ Set file Name to REFYxxQ4IMP, where xx = 

last two digits of fiscal year. 
◊ Click the OK button.   

15. Click the OK button to save the file 
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Step 7 Owner Update 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ E –Collection processing 
◊ C – Bill General 

Maintenance    
2. Click “Owner Update” 

 
3. Click Define 
4. Confirm or set the follow fields: 

◊ Tax year range: Fiscal Year 
to Fiscal Year 

◊ AR category: Both 
◊ Bill type: Blank 

5. Press  or Enter to complete. 
6. Click Select 
7. Click Process 

 
8. When the print dialog appears 

◊ Select File 
◊ Set File Name to OWNUPFYxxQ4, 

where xx = fiscal year 
◊ Click OK 
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Step 8 – Send Output Reports 
At this point the three output reports from the import and owner updates steps should be sent to the Auditors and 
Collectors Office.  It is suggested the the files be formatted and emailed as .pdf files. 
 
The following Word 2007 macro will reformat the text files exported from munis so they can be printed as PFS’s 
 
Sub MunisWide() 
' 
' MunisWide Macro 
' 
' 
    WordBasic.TogglePortrait Tab:=3, PaperSize:=0, TopMargin:="1.04", _ 
        BottomMargin:="1.04", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=0, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        StartingNum:=1, FromText:=wdAutoPosition, CountBy:=0, NumMode:=0, _ 
        TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, CharsLine:=41, LinesPage:= _ 
        36, CharPitch:=220, LinePitch:=360, DocFontName:="+Body", DocFontSize:=11 _ 
        , PageColumns:=1, TextFlow:=0, FirstPageOnLeft:=0, SectionType:=1, _ 
        FolioPrint:=0, ReverseFolio:=0, FolioPages:=1 
    Selection.WholeStory 
    Selection.Font.Size = 8 
    WordBasic.PageSetupMargins Tab:=0, PaperSize:=0, TopMargin:="0.13", _ 
        BottomMargin:="0", LeftMargin:="1", RightMargin:="1", Gutter:="0", _ 
        PageWidth:="11", PageHeight:="8.5", Orientation:=1, FirstPage:=0, _ 
        OtherPages:=0, VertAlign:=0, ApplyPropsTo:=4, FacingPages:=0, _ 
        HeaderDistance:="0.5", FooterDistance:="0.5", SectionStart:=2, _ 
        OddAndEvenPages:=0, DifferentFirstPage:=0, Endnotes:=0, LineNum:=0, _ 
        CountBy:=0, TwoOnOne:=0, GutterPosition:=0, LayoutMode:=0, DocFontName:= _ 
        "", FirstPageOnLeft:=0, SectionType:=1, FolioPrint:=0, ReverseFolio:=0, _ 
        FolioPages:=1 
End Sub  
 
The macro can be cut and pasted into MS Office 2007 Macros (see Tech Center Staff for assistance) 
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9 – Generate Mag Media 
1. From Property Revenue 

◊ F – Property Tax Billing 
◊ B – Massachusetts 
◊ C – Assessor Processing Reports 
◊ N – Actual Tax Menu 
◊ M – Bill Print 

2. Click Define 
3. Confirm or set the follow fields: 

◊ Tax Year:  Fiscal Year 
◊ AR category: 20 – Real Estate 
◊ Bill type: R – Regular 
◊ Output format: E – Export 
◊ Calc due now and interest to date:  {Date from Collector}typically  First day of interest - 1 
◊ Bill amount range: .01 to 9,999,999.99 
◊ Include delinquencies: Checked 
◊ UB delinquent date: {Date From Collector} 
◊ Print Due 1 Amount as zero if negative: Checked 
◊ Omit exempt properties with zero balance: Checked 
◊ Service Company: I – Include all 
◊ Report installment: 3 – 3rd installment 
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◊ Sequence by: Zip Code 
◊ Zip code range:   {blank} to zzzzz 

4. Press  or Enter to complete. 
5. Click SELECT.   
6. Click the  Disk icon and Spool the file.  
7. Note the totals and file name that’s displayed when the process completes. 
8. Repeat steps 2 – 6, substituting “25 – Personal Property” in the AR category field during step 3 
9. After the files have been spooled, they should be transferred to a holding folder on the transfer share drive. The 

drive path is typically \\westfile\transfer$\repp\fyxx\q4\raw, where xx is the fiscal year of the bills. Change the 
Names of real estate and personal property files to “TAXREFYxxQ4.DAT” and “TAXPPFYxxQ4.DAT” (xx= fiscal 
year of bills) respectively. Copy the Personal Property File from the /raw folder and rename it to 
PPFYxxQ4.DAT . Once saved, the real estate file will need to have the BID amounts appended to it, and total 
sheet will need to be created and sent to the Collector. 
◊ In the Tech center share, there will be a folder named “JOHN_DB’s”, there will be a Access database 

named something like “RE-PP Export Tester vx.x XP.mdb” (x.x = current version number)  You may open 
the file from there, but it will run faster if you copy the file to you local drive (to C:\TEMP for example) if you 
choose to do that, you should also copy the two export files that were saved to the transfer folder. 

◊ When the data base opens, click the “BID Adjust” button. 
◊ When the file dialog appears, go to the directory that the export files were saved to and select the real 

estate file. 
◊ You will then be prompted for where to save the file.  Save the file to \\westfile\transfer$\repp\fyxx\q4 as 

REFYxxQ4.DAT 
◊ Set the PDF printer in the printer selection 
◊ Click “Import Actual RE” and select the REFYxxQ4.DAT file. 
◊ Click  “Import Actual PP” and select the PPFYxxQ4.DAT file. 
◊ Click “Print Real Estate”  
◊ Click “Print Personal Property” 
◊  
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Supplemental Bills 

Note: The supplemental bills themselves are entered from “Omitted Bills” by the Assessors office.   Also, t 
 

 
1. From Property Revenues 

• F – Property Tax Billing 
• A – Northeast 
• C – Massachusetts 
• C – Assessor Processing Reports 
• O – Omitted Bills 

2. Use the  Search option to select the bills in the 
FY you wish to process (2011 for example) 

3. Once the bills have been found, note the number 
of bills, the select the “Browse” option. 

4. Order the list in the browser by account number 
and then output it. 

5. While the bills are still selected, use the “further 
processing” step – Send all output to a file and 
note the filename. 

6. If you have more the one FY to process repeat 
from step one. 

 
7. From Property Revenue 

• F – Property Tax Billing 
• B – Massachusetts 
• C – Assessor Processing Reports 
• N – Actual Tax Menu 
• M – Bill Print 

8. Click Define 
9. From “Bill Print”, select “Selective 

Output” 
10. Ideally you should clear this out if 

any bill number are in the queue, 
but if you can’t clear them, note the 
bills that are checked, and uncheck 
them  

11. Using the list you made is step 4, 
select the supplemental bills for 
each processed FY. 

12. Once you have selected all bills, use 
the “Mag Media” option, create the 
file, and note the name.  Note, you 
will be asked if you want to clear the 
bills out, respond no. 
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***** Excise New Commitment(s) From PKS ***** 
 
 
Receive email with files attached for new commitments. 
 
Save file attachments to server drive (xxx:\new_comm) 
 
Open server directory with commitments 
 
Remove .bmj extension from file 
 
Right click – Extract 
 Extract files to current directory 
 
 

 
 

***** PROCESS COMPLETED *****
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***** Initial MV Excise Bill Export ***** 
 
CREATE EXPORT FILES 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Bill Processing and Reports – Create Export Files 
 
 
1. Define 
 
Export File = mvYYYYCC 

YYYY = Year / CC = commitment # 
 

Commitment Year/Range #’s 
per information given by collector 

 
All dates defined by collector 

All dates are the same as the Issue Date 
 
Export ONLY bills with = <BLANK> 
Minimum Bill Amount = $0.01 
Scan Format = 1 – Munis Standard 
 
Enter when completed 
(note path where file will be created) 
 
2. Export 
Click export button – ok when complete.   

Note commitment year/number and how many records exported to be included in email in next step. 
 
3. Repeat procedure for additional commitments. – When complete, go to Transfer, Zip & Email Files 

 

4/17/2012 F-11   Page 2 of 12



TRANSFER, ZIP & EMAIL FILES 
 

1. Transfer Files 
Command Prompt 

H:\> J: 
J:\> cd excise 
J:\excise> ftp munis  

– logon as yourself 
 

ftp> cd /u2/live/export 
ftp> pwd 
ftp> mget mv* 
        say ‘Y’ to files you want to transfer 
ftp> quit 

J:\excise> exit      
 
 
 
2. Zip & Rename file 
From transfer\excise directory 
 Zip files 

Select all files you want to send to PKS 
 Right click – Send to – Compressed (zipped) folder 
  automatically creates zip with name of first file  

(ie mvYYYYCC.zip) 
 
 Rename zip file 
 Rename file from mvYYYYCC.zip to mvWEST.zip.mv 
 (At pop up question – are you sure you want to change it? Click Yes) 
 
 
 
 
 
 
3. Email file 
 Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy 
 Subject of Email = “WESTFIELD – INITIAL EXCISE BILLS” 
 Note which commitments and record counts are included in zip file 
 
 
 

***** PROCESS COMPLETED ***** 
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***** Motor Vehicle Demands ***** 
 
EXCISE DEMAND ($5 fee) 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Commitment Processing – Post Demand Notices 
 
 

1. Define 
 
Commitment Year/Range #’s 

per information given by collector 
 
Bill Number = 0 
 
Demand Date = per information from collector 
 
Minimum Bill Amount = $4.99 
 
Output Type = Print report 
 
Enter when completed 
 
 
2. Output Post 
 
Print to munis printer – duplex if possible. (Must print list in order to post) 

Before posting, verify no CITY OF WESTFIELD or Zero Dollar Excise accounts – if there are, do not post, correct 
 

If no errors, then Post Fees.  If errors, do not post.  Correct errors and re-run procedure. 
 
3. Repeat procedure for additional commitments – When complete, go to Create Export Files 
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CREATE EXPORT FILES 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Bill Processing and Reports – Create Export Files 
 
 
1. Define 
 
Export File = mdYYYYCC 

YYYY = Year / CC = commitment # 
(note path where file will be created) 
 

Commitment Year/Range #’s 
per information given by collector 

 
All dates defined by collector 

Interest Date = Due Date 
Demand Date = Issue Date 

 
Export ONLY bills with = Demand Fee 
Minimum Bill Amount = $4.99 
Scan Format = 1 – Munis Standard 
 
Enter when completed 
 
2. Export 
Click export button – ok when complete.   

Note commitment year/number and how many records exported to be included in email in next step. 
 
3. Repeat procedure for additional commitments. – When complete, go to Transfer, Zip & Email Files 
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TRANSFER, ZIP & EMAIL FILES 
 

1. Transfer Files 
Command Prompt 

H:\> J: 
J:\> cd excise 
J:\excise> ftp munis  

– logon as yourself 
 

ftp> cd /u2/live/spool 
ftp> pwd 
ftp> mget md* 
 say ‘Y’ to files you want to transfer 
ftp> quit 

J:\excise> exit      
 
 
 
2. Zip & Rename file 
From transfer\excise directory 
 Zip files 

Select all files you want to send to PKS 
 Right click – Send to – Compressed (zipped) folder 
  automatically creates zip with name of first file  

(ie mdYYYYCC.zip) 
 
 Rename zip file 
 Rename file from mdYYYYCC.zip to mdWEST.zip.md 
 
 
 
 
 
3. Email file 
 Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy 
 Subject of Email = “WESTFIELD –  MV DEMAND BILLS” 

Note which commitments and record counts are included in zip file 
 
 
 

***** PROCESS COMPLETED ***** 
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***** Apply Excise Notice and 1st Warrant ***** 
 
EXCISE NOTICE ($10 fee) 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Commitment Processing – Post Warrant 
1. Define 
 
Commitment Year/Range #’s 

per information given by collector 
 
Bill Number = 0 
 
Warrant Date = per information from collector 
 
Minimum Bill Amount = $4.99 
 
Enter when completed 
 
 
2. Output Post 
 
Print to munis printer – duplex if possible. (Must print list in order to post) 

Before posting, verify no CITY OF WESTFIELD or Zero Dollar Excise accounts – if there are, do not post, correct 
 

If no errors, then Post Fees.  If errors, do not post.  Correct errors and re-run procedure. 
 
3. Repeat procedure for additional commitments – When complete, go to 1st Warrant 
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1st Warrant ($12) 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Commitment Processing – Update Fees 
 
 
 
1. Define 
 
Fee to assess = 2 

MV First Warrant – $12 fee 
 
Posting date & Commitment Year/Range #’s 

per information given by collector 
ONLY RUN ONE COMMITMENT AT A TIME 
 
Bill Number = 0 
 
Minimum Bill Amount = $4.99 
 
Enter when completed 
 
 
 
 
 
2. Output Post 
 
Print to munis printer – duplex if possible. (Must print list in order to post) 
 
If no errors, then Post Fees.  If errors, do not post.  Correct errors and re-run procedure. 
 
 
3. Repeat procedure for additional commitments. – When complete, go to Create Export Files. 
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CREATE EXPORT FILES 
Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  

Bill Processing and Reports – Create Export Files 
 
 
1. Define 
 
Export File = mwYYYYCC 

YYYY = Year / CC = commitment # 
(note path where file will be created) 
 

Commitment Year/Range #’s 
per information given by collector 

 
All dates defined by collector 

Interest Date = Due Date 
 
Export ONLY bills with = Warrant Fee 
Minimum Bill Amount = $4.99 
Scan Format = 1 – Munis Standard 
 
Enter when completed 
 
2. Export 
Click export button – ok when complete.   

Note commitment year/number and how many records exported to be included in email in next step. 
 
3. Repeat procedure for additional commitments. – When complete, go to Transfer, Zip & Email Files 
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TRANSFER, ZIP & EMAIL FILES 
 

1. Transfer Files 
Command Prompt 

H:\> J: 
J:\> cd excise 
J:\excise> ftp munis  

– logon as yourself 
 

ftp> cd /u2/live/spool 
ftp> pwd 
ftp> mget mw* 
 say ‘Y’ to files you want to transfer 
ftp> quit 

J:\excise> exit      
 
 
 
2. Zip & Rename file 
From transfer\excise directory 
 Zip files 

Select all files you want to send to PKS 
 Right click – Send to – Compressed (zipped) folder 
  automatically creates zip with name of first file  

(ie mwYYYYCC.zip) 
 
 Rename zip file 
 Rename file from mwYYYYCC.zip to mwWEST.zip.mw 
 
 
 
 
 
3. Email file 
 Send file via email to Brian Jones at PKS (brian.jones@deputycollector.com), with collector on copy 
 Subject of Email = “WESTFIELD –  MV 1st WARRANT BILLS” 
 Note which commitments and record counts are included in zip file 
 
 
 

***** PROCESS COMPLETED ***** 
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***** Apply 2nd/Final Warrant ($17 Service Fee – MVSERV) ***** 
 

Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  
Commitment Processing – Update Fees 

 
 
 
1. Define 
 
Fee to assess = 3 

MV Second Warrant – Service $17 fee 
 
Posting date & Commitment Year/Range #’s 

per information given by PKS 
ONLY RUN ONE COMMITMENT AT A TIME 
 
Bill Number = 0 
 
Minimum Bill Amount = $4.99 
 
Enter when completed 
 
**** Verify record count in Munis vs count from 
PKS.  May need to wait to post these fees until 
difference in counts is negligible (<10 records).  
Postings from bank will affect counts. ***** 
 
 
 
2. Output Post 
 
Print to munis printer – duplex if possible. (Must print list in order to post) 
 
If no errors, then Post Fees.  If errors, do not post.  Correct errors and re-run procedure. 
 
 
3. Repeat procedure for additional commitments. 
 
 
 

***** PROCESS COMPLETED ***** 
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***** Apply Mark Fee/Registry Mark ($20 MV Marking Fee – MVMARK) ***** 
 

Property Revenues – Property Tax Billing – Massachusetts – Motor Vehicle Excise –  
Commitment Processing – Update Fees 

 
 
 
1. Define 
 
Fee to assess = 5 

MV Marking Fee – $20 fee 
 
Posting date & Commitment Year/Range #’s 

per information given by PKS 
ONLY RUN ONE COMMITMENT AT A TIME 
 
Bill Number = 0 
 
Minimum Bill Amount = $4.99 
 
Enter when completed 
 
**** Verify record count in Munis vs count from 
PKS.  May need to wait to post these fees until 
difference in counts is negligible (<10 records).  
Postings from bank will affect counts. ***** 
 
 
 
2. Output Post 
 
Print to munis printer – duplex if possible. (Must print list in order to post) 
 
If no errors, then Post Fees.  If errors, do not post.  Correct errors and re-run procedure. 
 
 
3. Repeat procedure for additional commitments. 
 
 
 

***** PROCESS COMPLETED ***** 
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EXHIBITS 

Departmental Billing               
Commitment              DB‐1 

Receipts                 
Schedule of Departmental Payment to Treasure      R‐1 
Schedule of Departmental Payment to Collector      R‐2 
Expended Return            R‐3 
Void Vendor Check             R‐4 

 
Payroll                   

Personnel Action Form            PA‐1 
Earnings Worksheet            PA‐2 
Time sheet              PA‐3 
Void/Cash Payment            PA‐4 
Payroll Maintenance            PA‐5 
 

Accounts Payable 
  Schedule of Bills Payable          AP‐1 
  Invoice Entry Batch (example)          AP‐2 
  Warrant (example)            AP‐3 
  Invoice Maintenance            AP‐4 
  Expense Voucher            AP‐5 
  Interdepartmental Charge          AP‐6 
 
Miscellaneous Exhibits 
  Authorized Signatures            M‐1 
  Transfer (Mayoral)            M‐2 
  Expended Transfer            M‐3 
  Purchase Order Maintenance          M‐4 
     
 
 



WESTFIELD,  MASSACHUSETTS

SCHEDULE OF BILLS RECEIVABLE COMMITMENT NO:________

SHEET NO: _______________

DATE: __________________
To the Treasurer or Collector
   The following bills, in the aggregate to $____________________________________________________________

__________________________________ are herewith committed for collection.

DEPARTMENT DIRECTOR ACCOUNTING OFFICER

BILL NAME/ADDRESS DESCRIPTION AMOUNT AMOUNT DATE
NO. DUE COLLECTED PAID

$0.00

 DEPARTMENT

7/3/2012                                                                                                                                                           DB-1 



CITY OF WESTFIELD
SCHEDULE OF DEPARTMENTAL PAYMENT TO TREASURER

POLICE- C210

NO. LOC/DEPT - POLICE DATE

ACCDNT ACCIDENT REPORTS $
RESTIT RESTITUTION $
VIDEO COPIES OF VIDEO TAPES $
FID CD FID CARD $
IDPHOT ID PHOTOS $
INCDNT INCIDENT REPORTS $
POLINS INSURANCE REIMBURSEMENT $
PSETLE POLICE SETTLEMENT $
POLCPY PRIOR YEAR REVENUE $

TOTAL $ 0

The above is a detailed list of monies collected by me, which I have paid to the Treasurer, whose
receipt I hold thereof.

Department Head Signature

Received of

The sum of

For the ending

Which I have paid to the Treasurer, whose receipt I hold therefore.

Treasurer's Signature
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CITY OF WESTFIELD
SCHEDULE OF DEPARTMENTAL PAYMENT TO COLLECTOR

OFF DUTY POLICE - 

NO. LOC/DEPT - OFFPO DATE

POLOFF OFF DUTY ADMINISTR FEES $

OFFCOL OFF DUTY RECEIPTS $

ODPMIS MISCELLANEOUS $

ODSFEE OFF DUTY SPECIAL FEE $

TOTAL $

The above is a detailed list of monies collected by me, which I have paid to the Collector, whose
receipt I hold thereof.

Department Head Signature

Received of

The sum of

For the ending

Which I have paid to the Collector, whose receipt I hold therefore.

Collector's Signature
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CITY OF WESTFIELD
SCHEDULE OF DEPARTMENTAL PAYMENT TO TREASURER

*****EXPENDITURE RETURN*****

NO. DEPARTMENT: DATE

SOURCE ORG CODE-OBJECT

$

$

$

$

$

$

$

$

TOTAL $

EXPLANATION

The above is a detailed list of monies collected by me, which I have paid to the Treasurer, whose
receipt I hold thereof.

Department Head Signature

Received of

The sum of

For the ending

Which I have paid to the Treasurer, whose receipt I hold therefore.
**************************
Treasurer's Signature
************************** *****only to be taken in treasurer's office*****
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VOID CHECK NUMBER

CHECK DATE

WARRANT NUMBER

VENDOR NUMBER

VENDOR NAME

INVOICE NUMBER

ORG/OBJECT AMOUNT

REASON:

DEPARTMENT HEAD SIGNATURE:

TREASURER'S SIGNATURE:

VENDOR  (CITY OF WESTFIELD) CHECK TO BE VOIDED

7/3/2012                                                                                                                              R-4



City of Westfield 
Personnel Action Form 

4/17/2012	 PA‐1		
 

Please check all that apply and attach documentation: 
 

  New Hire   Death   Job Change   Leave 

  Transfer   Step Increase   No. Vacation Weeks   Status Change 

  Resignation   Promotion   Reactivate (from inactive)   Change in Hours 

  Retired   Demotion   Reinstatement   Informational 

  Termination   Salary Change   Name/Address Change   SEASONAL 

 
Effective Date:          Department:   ____T     Employee #  _____   
 
Last Name:  __________     First Name:  _____    MI:    
 
Address:       City:  Westfield  State: MA Zip:01085   
     
 Increase/Promotion    Permanent:    Temporary:    Provisional:     

Hire Date:  _______   Assigned Anniversary Date:  _________    Promotion date:  

   Job Title:  ________        

Grade:  __  Step:   __   Wage: $ _____   Hourly  Weekly  Quarterly   
 
 Vacation:  Anniversary Date:       No. of Weeks:      
 
 Leave  Type:          Begin Date:      Return Date:    

(attach appropriate documentation)      Length:        

 
FOR PERSONNEL USE ONLY 

SS#      Home Phone:      Gender:  M   F      Marital Status:  M   

Job Title:        Grade/Step:     

Birth Date:   Hire Date:    Service Date:    Perm. Date:   

Risk Code:     EEO Code:       EEO Func.:     Race:    

Job Class Code:     Position Cont. #     Group/Union:    

Pay Types:         Start Date:     End Date:       

Stipend:  Yes ____ No ____  Amt.:     Personnel Status: FT ____ PT____ 

Location:     Check Location:      Pay Frequency: W ____M____ Q____  

Org Code:       Object Code:      Salary_____  Hourly ______ 
  
 
Department Head Signature:           Date:      



City of Westfield 
Personnel Action Form 

4/17/2012	 PA‐1		
 

 
Personnel Director Signature:          Date:      
 
OBRA (circle one):  Yes  No 
 
Retirement City    % 

Retirement City 30+   % 
Retirement Teacher    % 

Retirement Teacher 30+  % 
 

Fed Tax (circle one): Married Single 
 No. dependents  ______ 
 Fed Calc   ______ 
 Fed Calc+   ______ 
 Fed Fixed   ______ 
 
State Tax (circle one): Married Single 
 No. dependents  ______ 
 State Calc   ______ 
 State Calc+   ______ 
 State Fixed   ______ 
 
Health Insurance 
 Family     Single   

 HMO      Blue Choice    Blue Care Elect    

 Medex             Mgd. Blue      

 Payroll Deduction     Direct Pay    

 Pre-tax    Tax    
 
Dental Insurance 
 Family     Single   

 Payroll Deduction     Direct Pay    

 Pre-tax    Tax    
 
Life Insurance  
 Payroll Deduction     Direct Pay    

Other Deductions:   
 
 Type: ___________ Amt:_____________  Reason:_______________ 
 Type: ___________ Amt:_____________  Reason:_______________ 
  
  
  
  



Emp # Name Pay Pay DescJob Class Org Object ProjjOth Hrs Oth Pay

Check Date 03/25/2011
From 03/12/2011- 03/18/2011

Location AUDITOR

CITY OF WESTFIELD

EARNINGS WORKSHEET

Page 3

C135

Hrlr Rate Reg PayReg Hrs

82921 BOLDUC, ANGELA 101 HOURLY                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 200 OVT 1.5                         ACCTCLERK 11350000 513000

82921 BOLDUC, ANGELA 201 OVT 2                         ACCTCLERK 11350000 513000

82921 BOLDUC, ANGELA 300 VAC HR                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 400 SICK HRLY                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 403 LWP HR                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 404 LWOP HR                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 405 PERSON HR                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 500 HOLIDAY HR                         ACCTCLERK 11350000 511110

82921 BOLDUC, ANGELA 816 CLEANING                         ACCTCLERK 11520000 516000

70169 DALEY, MARY 100 BASE SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 380 VAC SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 401 LWP SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 402 LWOP SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 480 SICK SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 490 PERSON SAL                         ASST DP HD 11350000 511000

70169 DALEY, MARY 601 LONG ANNL                         ASST DP HD 11350000 514000

70169 DALEY, MARY 990 RETRO PAY                         ASST DP HD 11350000 511000

73843 MAYNARD, HELEN 101 HOURLY                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 200 OVT 1.5                         ACTMACH OP 11350000 513000

73843 MAYNARD, HELEN 201 OVT 2                         ACTMACH OP 11350000 513000

73843 MAYNARD, HELEN 300 VAC HR                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 400 SICK HRLY                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 403 LWP HR                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 404 LWOP HR                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 405 PERSON HR                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 500 HOLIDAY HR                         ACTMACH OP 11350000 511100

73843 MAYNARD, HELEN 816 CLEANING                         ACTMACH OP 11520000 516000

72014 ROBIENCIEZAK, LYNN 100 BASE SAL                         BDGT ANLYS 11350000 511000

72014 ROBIENCIEZAK, LYNN 380 VAC SAL                         BDGT ANLYS 11350000 511000

72014 ROBIENCIEZAK, LYNN 401 LWP SAL                         BDGT ANLYS 11350000 511000

72014 ROBIENCIEZAK, LYNN 402 LWOP SAL                         BDGT ANLYS 11350000 511000

72014 ROBIENCIEZAK, LYNN 480 SICK SAL                         BDGT ANLYS 11350000 511000

72014 ROBIENCIEZAK, LYNN 490 PERSON SAL                         BDGT ANLYS 11350000 511000

65068 STRYCHARZ, DEBORAH 100 BASE SAL                         DPTHD NUNU 11350000 511000

65068 STRYCHARZ, DEBORAH 380 VAC SAL                         DPTHD NUNU 11350000 511000

65068 STRYCHARZ, DEBORAH 401 LWP SAL                         DPTHD NUNU 11350000 511000

65068 STRYCHARZ, DEBORAH 480 SICK SAL                         DPTHD NUNU 11350000 511000

65068 STRYCHARZ, DEBORAH 490 PERSON SAL                         DPTHD NUNU 11350000 511000

65068 STRYCHARZ, DEBORAH 601 LONG ANNL                         DPTHD NUNU 11350000 514000

65068 STRYCHARZ, DEBORAH 716 DH EDUCTN                         DPTHD NUNU 11350000 514300

75232 ZALINSKI, EWA 101 HOURLY                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 200 OVT 1.5                         SRACTCLRK 11350000 513000

75232 ZALINSKI, EWA 201 OVT 2                         SRACTCLRK 11350000 513000

75232 ZALINSKI, EWA 300 VAC HR                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 400 SICK HRLY                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 403 LWP HR                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 404 LWOP HR                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 405 PERSON HR                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 500 HOLIDAY HR                         SRACTCLRK 11350000 511100

75232 ZALINSKI, EWA 816 CLEANING                         SRACTCLRK 11520000 516000

75232 ZALINSKI, EWA 990 RETRO PAY                         SRACTCLRK 11350000 511100

4/17/2012 PA-2 
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WEEKLY TIME CARD 
 
PAYROLL DATE:       ___________________  
 
WEEK ENDING:          ___________________ 

 
EMPLOYEE NAME:             _________________________ 
 
EMPLOYEE NUMBER:    _______________________ 
 
DEPARTMENT:           ___________________ 
 
        
 

 DATE 
 

AM-in LUNCH  PM-out
 

Regular 
Time  

Holiday 
Time  

Vacation
Time 
 

Sick 
Time 

Comp 
Time 
Straight  

Over 
Time 
Straight 

Mon           

Tues           

Wed           

Thur           

Friday           

Total  
 

         

 
               
 
                ________________________________________                                                                _______________________ 
                Employee Signature                                                                                                                Date 
 
 
                _________________________________________                                                              _______________________ 
               Auditors Signature                                                                                                                   Date 

 



                 /CASH PAYMENT

Dept. Head Signature Check ret'd by

Employee ID Number Social Security #

Employee Name Pay Rate

Void Check Number Warrant #

Check Date Location 

Org/Object Org/Ob Amount Pay type Hours

 (list amount of each)

Gross Check

Deductions: Code Number/Title Amount

Net Check

Auditor's Signature  FOR CASH PAYMENT
(cash payment)

Treasurer's Signature  FOR VOID CHECKS
(void)

VOID

7/3/2012         PA-4    



CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS                                    OFFICE OF CITY AUDITOR

PAYROLL MAINTENANCE

Request for CORRECTION OF ACCOUNT ON  PAYROLL 

DEPARTMENT- DATE

EMPLOYEE#                            PAY TYPE#

EMPLOYEE NAME WARRANT#

AMOUNT CHECK DATE

ORG OBJECT

ACCOUNT TO BE CHANGED TO:

ACCOUNT NAME:

 

DEPARTMENT HEAD

7/3/2012                                                                                                                                                                                     PA-5
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CITY OF WESTFIELD

TREASURY WARRANT NO. 

DATE:  

VOUCHER NAME ACCOUNT DEBIT CREDIT AMOUNT CHECK
NUMBER APPROPRIATION EXPENDITURES CASH

$0.00

TO THE TREASURER: DATE:  

PAY TO EACH OF THE PERSONS NAMED IN THE ATTACHED WARRANT, ACCOMPANYING PAYROLLS AND SCHEDULES OF
BILLS PAYABLE THE SUMS SET AGAINST THEIR RESPECTIVE NAMES, AMOUNTING IN THE AGGREGATE TO 

TOTAL DOLLARS SPELLED OUT IN DOLLARS AND CENTS

------------------------------------------------------------------------------------------------------------------------ $0.00

AND CHARGE THE SAME TO THE APPROPRIATIONS OR ACCOUNTS INDICATED.

MAYOR  CITY AUDITOR
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CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

INVOICE MAINTENANCE

Request for CORRECTION OF ACCOUNT/PO ON PAID INVOICE 

DEPARTMENT- DATE

VENDOR# INVOICE#

(must be exactly as appears in computer)

VENDOR NAME VOUCHER#

WARRANT# PO#

AMOUNT

ORG OBJECT

ACCOUNT TO BE CHANGED TO:

ACCOUNT NAME:

PO# TO BE CHANGED TO:

 

DEPARTMENT HEAD
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DATE:

NAME

ADDRESS

SOCIAL SECURITY

NAME OF ASSOCIATION

DATE FROM: DATE TO:

TOTALS:

MEALS: TOLLS:

REGISTRATION: MILEAGE:

MISCELLANEOUS: LODGING:

DATE: DESTINATION:

PURPOSE OF TRIP:

MILEAGE: TOLLS:

TOTAL OF EXPENDITURES:

ALL RECEIPTS MUST BE ATTACHED TO VOUCHER WHEN SUBMITTING FOR REIMBURSEMENT

AUTHORIZED BY:

(DEPARTMENT HEAD OR APPROVING AUTHORITY)

REQUESTED BY:

PERSON RECEIVING REIMBURSEMENT

CHARGE TO ACCOUNT NUMBER:

TRAVEL EXPENSE ONLY:  (Please Attach Notification of Conference/Meeting)

Receipt and Copies (Front/Back)of cancelled Checks must be Attached)

CITY OF WESTFIELD

EXPENSE VOUCHER
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DATE: #:

DEPARTMENT TO BE CHARGED:

ACCOUNT (S) TO BE CHARGED: AMOUNT

TOTAL

DETAIL OF CHARGES:

ACCOUNT (S) TO BE CREDITED: AMOUNT

TOTAL

DEPARTMENT HEAD SIGNATURE:

TO BE DONE IN TRIPLICATE
WHITE-AUDITOR'S
PINK-AUDITOR'S
YELLOW-DEPT.

THE CITY OF WESTFIELD

WESTFIELD, MASSACHUSETTS  01085

INTERDEPARTMENTAL CHARGES
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 Payroll Warrant

 Hours and/or Payroll Registers

 Expended Transfers

 Invoice Maintenance

 Payroll Maintenance

 Transfers

 Schedule of Departmental Payments to Treasurer

NAME: TITLE:

NAME: TITLE:

DATE:
SIGNATURE OF DEPARTMENT HEAD

DATE:
MAYOR

AUTHORIZED SIGNATURE FORM

In the event of an EMERGENCY, EXTENDED ABSENCE or DISABILITY of the
Department Head, the following person(s) may sign the Department Head's name

with their initials to the documents below:

Included with this completed form, a coy of te minutes fo the meeting when the Board/Commissioners 
approved the person(s) listed below.  Please note the Mayor's signature is also required.

The majority of the board members must sign the Schedules of Bills Payable per
Mass. General Laws Chapter 41, Section 56).  The Department Head is required
to sign all Invoices, Hours and Payroll Registers, and all other documents being 

forwarded to the Auditor's office for processing.
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CITY OF WESTFIELD, MASSACHUSETTS

DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

Request for TRANSFER OF FUNDS within Departmental Accounts

DEPARTMENT: DATE

TRANSFER FROM: Expense 

Classification Number

Classification Name

AMOUNT -$                 

TRANSFER TO: Expense 

Classification Number

Classification Name

AMOUNT -$                 

EXPLANATION :

DEPARTMENT HEAD

APPROVED BY MAYOR

APPROVED BY AUDITING DEPT FOR
AVAILABILITY OF FUNDS

  TRANSFER
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      CITY OF WESTFIELD, MASSACHUSETTS

     DEPARTMENT OF ACCOUNTS OFFICE OF CITY AUDITOR

Request for TRANSFER OF EXPENDED FUNDS within Departmental Accounts 

DEPARTMENT- DATE:

CHARGE TO:
Personal Service Expense x

Classification Number

Classification Name

AMOUNT  $  0.00

CREDIT TO:
Personal Service Expense x

Classification Number

Classification Name

AMOUNT  $ 0.00

I hereby request a transfer of FUNDS as indicated above for the following reason: 

 

DEPARTMENT HEAD

EXPENDED TRANSFER
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Date:

Department:

PO # Vendor 

Change Org

Change Object

Increase ** Line #

Add Line Description:

Decrease Line #

Cancel If Change Order include copy

Close

Reopen PO             Amt to be encumbered $

Vendor Name If original (WHITE) copy was sent to the    
 (change to) wrong  vendor, get it back and attach

Reason for Increase/Decrease 

Processed by

Purchasing Director Signature 
.
** If PO is set up for unit pricing you must increase or decrease accordingly.
ex: If the PO is set up as 4 items @ $25 each, you need to increase or decrease 
in multiples of $25.

FORMS WILL BE RETURNED IF THEY ARE NOT COMPLETELY FILLED OUT.

PURCHASE ORDER CHANGE FORM

CHECK APPROPRIATE LINE(S) AND ATTACH COPY OF PO

Department Head Signature

Please submit to Purchasing for approval.  A stamp approved copy will be returned to Department.
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